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What’s New in 3in1 Version 3.5

1 What’s New in Version 3.5

1.1 3inl1 Workstation Enhancements

1.1.1 Registering New Users — New Fields

New fields that record a user’s service branch and rank have been added to the Register New User,
Personal Information screen. (If the user is not a member of the military, select Civilian or Contractor in
the Service field.)

r'f Eséinlw()rkstaﬁona:onnul tter - [User Registratio = ]
| W File SetUp Device Management Financial Purchase Order Reports/Extracts Help - = XI
i Personallnformalim‘SecurityQuesnons IninalAssignmemlReview| I

Username ibarnet

Password preTeTTTTTT

Confirm Password

Service

[Contractor V]
Rank [CTR v]
— Jude
Middle Name Lynn
LastName Bamett
Phone Number 703-532-2465
Fax Number
Email

jbamet@bdsu.com|

Integration Online KO, Training (training.ko)

New User Registration — Personal Information Tab

1.1.2 Financial Administration Enhancements

1.1.2.1 Refresh Purchase Requests Button

After updating purchase requests or cash advances, click the new Refresh Purchase Requests button to
update the data displayed on the Financial Administration window.
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£ o |

Financial User

Selected Financial User.  |Bales, Jennifer \ Rl WO [ L e ]
aying Agent
Purchase Requests
Click to see cash advances. Double-Click to select a purchase request.
Total
Purchase Date < Disbursement Adjusted
Status Request Description Created Amount{USD) Expended(US Available{(US Adjustments Available(Us Line of Accounting
(USD)
WE32-456-TF-001 |IT Services 8/6/201212:05... |1.500.00 0.00 150000 150000000 |WDS12-8448-EDW1

Cash Advances
Click to see purchases on a cash advance. Double-Click to select a cash advance.

Advanced Expended Expended Available Advanced
g%:gf‘al ([I)raet:ted ID Activity #'ngd Amount (Local g;r:;e FE{:CLQQ Amount (Local Amount Amount (Local Amount
Currency) Currency) (usD) Currency) (UsD)

(ZELET A NGTINIGITIN 8/6/2012 12:08 .. Disbursement 1.500.00 usD 0.00 0.00 1.500.00 1.500.00

Purchases
Order Order PIN Total Amount Exchg Curr Ordered By Received By [y —— Sell c
Date Status Number Cost Paid Rate Code Person Person aying Agen et iy

Financial Administration Window

1.1.2.2 Exporting Financial Data to Excel

The new Export button exports all data on the Financial Administration window to an Excel file,
including rows that are not visible due to screen display limitations.

1.1.3 Selecting FOOs without Selecting a Unit

Another new feature available in multiple areas of the Workstation enables users to select an AOR, an
office, and a FOO without having to select a unit. This allows selecting any FOO in an office; specify the
unit to restrict the search to only the FOOs assigned to a specific unit.

The example below shows selecting a FOO using only the AOR and Contract Office, from the Select
Financial User window.
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Search Options

| @ FOOs

) PAs

Close

FOOs
ACR

[cJTF-HOA

Contract Office [CCO—Djiboutj

Unit

FOO

PAs
AOR

FinanceOffice

PA

l

Barragan, Xochitl
Collins, Brendan
delgado, glen manuel
Diaz_Serrano, Luis Angel
FOO, Offine

Gray, Donald L
Henry. Marc Alan
JOSEPH, JOHNA
kieszek, christa gail
Lev, Justin David
mcbride, jay
McLaughlin, Daniel
neely, nicky lee
Oliva, Mario

Perry, Daniel

Peters, Ryan Paul

Select Financial User Dialog Box

| -

1.1.4 New Search Feature for Purchase Orders and Cash Advances

Previously, users could search for a purchase order using the PIIN number. In this version, use the File,
Documents, Document Handling feature to search for purchase orders and cash advances by user (and
also date range for cash advances). View the results, as well as any documents attached to the PO or

cash advance. You can also attach documents or delete attachments.

To search for purchase orders, specify the AOR, Office, Unit (optional) and user name. The date range is
also optional. Click the Load User’s Purchase Orders button to retrieve a summary of all purchase orders

that meet the criteria.

Select a purchase order in the table to see if any attachments exist. Click the View button to view the
attachment; click the Delete button to remove the attachment; or click the Upload button to upload a

file attachment to the PO.
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| User | Purchase Requestl Cash Advance | Purchase Orderl

Select AOR  [CJTF-HOA =)
Select Office | Disbursing-Djibout DSSN: 6870-8 v
Select Unit | =)
Select User | Melo, Chris =)
Start Date Wednesday,  July 11,2012 B+
End Date Friday . August 10,2012 E

[ Load User's Purchase Orders ]

Order Price
(Local
Currency)

WIZXYZ-12-M-.. ) N3654A11PV Dan Winslow  Chris Melo

WI12XYZ-12M-.. |08/02/2012 |10.00 USD LASDM1MO Dan Winslow  Chris Melo

PN

FOO Name PAMName

Attached documents

File(s) -] [ Ve ] [ Upload ] [De|ete]

Document Handling Form, Purchase Order Tab

To search for cash advances, specify the AOR, Office, Unit (optional) and user name. The date range is
also optional. Click the Load User’s Cash Advances button to retrieve a summary of all purchase orders
that meet the criteria.

Select a purchase order in the table to see if any attachments exist. Click the View button to view the
attachment; click the Delete button to remove the attachment; or click the Upload button to upload a
file attachment to the PO.
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| User | Purchase Request| Cash Advance ‘ Purchase Oldell

Select AOR  |CJTF-HOA v
Select Office | Disbursing-Djibouti DSSN; 6870-8 -
SelectUnit | -
SelectUser | Melo, Chiis -]

[ Load User's Cash Advances ]

CALocal FR CAlssue
Currency MNumber Date

SD CHPR764 . 14..
4.

9 usD
fre |z o [oreRms snaoras

Attached documents

File(s) -] [ e ] [ Upload I lDeIetel

Document Handling Form, Cash Advance Tab

1.1.5 Managing Paying Agents

After provisioning a device to a FOO/PA team, a fast way to add or remove authorized paying agents is
to use the Device Management, Post Provision PA Update command. Select the AOR, Office, and FOO.
Currently assigned PAs are displayed in the Post Provision PA Update window. The associated device ID
is also displayed.
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Select AOR | CJTF-HOA v|  Select Office |CCO-Djibouii

Select FOO [Winslow_ Dan vl Device D 354114011021822

Authonized Paying Agentto the FOO

Allow Device

PA Name Approved Originated CA

Chiral. Pa TI2BTA BTATEST COM...

Post Provision PA Update Dialog Box

To remove the PA, click the Remove PA button. Click Yes on the confirmation screen. To add a PA, click
the Add New PA button. Select a PA name on the Select User window.

Optionally modify a PA’s privileges on this screen. Select the Approved checkbox to approve the PA role;
unmark the check box to deny the PA role assignment to the user. Select the Allow Device Originated
CA (cash advances) checkbox to enable Paying Agents to initiate cash advances from the handheld
device.

1.1.6 User and Office Subscriptions

1.1.6.1 Subscriptions

On the File, Profile Management, User Profile window, use the Subscriptions button if you need to
download data belonging to other offices or users before going offline to work. Select the users and/or
offices using the Subscriptions feature. Then when you choose to work offline, all subscription data is
included in your offline database.

To add user and/or office subscriptions:

1. Onthe User Profile window, click the Subscriptions button. The Offline Data Subscriptions
window is displayed.
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a-' Offline Data Subscription

Manage subscriptions for this user

Username Barnett, Jude Lynn (jparnett)

Subscriptions

User Subscriptions | Office Subscrptions

Subscribe to these user's data

Add

Remove

User Subscriptions Tab

2. On the User Subscriptions tab, click the Add button.
3. On the Select User window, select a user.

The selected user is added to the User Subscriptions tab.

a-' Offline Data Subscription:

Manage subscriptions for this user

Username Barnett, Jude Lynn (jbarnett)

Subscriptions

User Subscriptions | Office Subscrptions
Subscribe to these user's data
Mela, Chris (cmelo) [ Add I

Selected users’ data will be downloaded when you go offline to work

4. On the Office Subscriptions tab, click the Add button to select an office.
5. On the Select Office window, select an office from the drop-down list and then click the Select
button.
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ACR

|CJTF-HOA

Off
= [Disbursing-Djibouti DSSN: 6870-8

Close

Select Office Window
The selected office is added to the Office Subscriptions tab.

—
a-' Offline Data Subscription:

Manage subscriptions for this user

Username Barnett. Jude Lynn (jbamet)

Subscriptions

User Subscriptions | Office Subscrptions

Subscribe to these office's data

Disbursing-Djibouti DSSM: 6870-8 Add

Remove

Office Subscriptions Tab

If you later need to delete a subscription, highlight the user or office name in the table and then click the
Remove button.

Page 8



What’s New in 3in1 Version 3.5

1.1.7 Reports and Extracts

1.1.7.1 New Purchase Request and Purchase Order Search Report

The new Purchase Request and Purchase Order Search report enables searching for PRs by user or PR
number. Select Reports/Extracts, Purchase Request and Purchase Order Search. The Purchase Request
and Purchase Order Search window is displayed.

To search by PR number:

1. Select the Search by Purchase Request radio button and enter the PR number.
2. Click the Load Purchase Requests button to view the PR.

Search Parameters

(@ Search by Purchase Request RE32344

(©) Searchby User SelectAOR ~ ~ SelectOffice -]

SelectUser [ h ]

l Load Purchase Requests l

PR PR Date Available Assigned
MNumber Description Created Amt{USD) to

(C|RE 32344 Chiral 50 PR 2 0 00 Open Eli, Pa SMSgt

Purchase Request and Order Search Window - PR located by PR number

3. Click the Load Purchase Orders button to view the POs associated with the PR.

Load Purchase Orders

Oder Order Currency Total Cost Amount Paid Exchange Amount Ordered
Status Date Code (Local) (Local) Rate Paid (USD) By

» Paid/Pending 0

Paid/Pending |07/18/2012 DR07051244400 _—__

4 L} 2

Close Export

Purchase Request and Order Search Window — Loaded Purchase Orders

To search by user, select the Search by User radio button and then specify the AOR, Office and User,
using the drop-down lists. Click the Load Purchase Requests button to view the POs associated with the
user.
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o' Purchase Request and Order Searc
Search Parameters

() Search by Purchase Request

(@) Search by User Select AOR  |CJTF-HOA v | SelectOffice |CCO-Djibouti v]

SelectUser [Barnett Jude Lynn

[ Load Purchase Requests }

Purchase Request and Order Search Window - Search by User
Click the Export button to export the report to Excel.
1.1.7.2 Clearance Information Report Enhancement

The Clearance Information report has a new option, the “Include Cleared Orders” checkbox. Select the

checkbox to include all cleared orders within the specified date range.

. 3 H
T
F

Enter Parameters

Select AOR | CJTF-HOA

Select an Office | CCO-Djibout

Start Date Saturday . July 07.2012 kg

End Date Monday . August 06,2012 E~

Include Cleared Orders

Clearance Information Report Parameters Dialog Box

1.1.7.3 FOO Provisioning Report Enhancements
The FOO Provisioning report now displays information about the device provisioned to a FOO, clearance

order and procurement policies in effect, and authorized Paying Agent information.

Page 10



What’s New in 3in1 Version 3.5

A B C D E F G H
1 ‘ FOO Provisioning Set Up
z
3 FOO: Wilson, Ray
4 Report As Of October 15, 2012
5
6 Provisioned Device
Allow Field
Expedient
7 serial Number Contract Office DODAAC FOO ID GSM Radio Enabled ‘WiFi Radio Enabled Purchases 0S Version | Version
8 VIRTUAL_003 RCCBTA W12XYZ AM N N N
9

10 Clearance Configuration

‘Clearance Entity ‘

11 Order Clearance Type

1272 Individual Bulluck, Keith

1375 Individual afeky, benjamin

14

15 Item Policies

16 Title [item [item Message |

17

18 Limit Policies

19 | Title [Limit [Limit Type [Limit Message |

20 PIIN Blocks

21 Fiscal Year ‘PIIN Start ‘PIIN End ‘# Issued ‘Device/Manual
22 D012 W12XYZ12WAMO1 W12XYZ12WAM2'20 Manual

23 | Authorized Paying Agents

24 Name Juic [unit |

25 123, PAAB SAUnit System Administration

26 Purchase Requests

27 Assigned To ‘Pkﬁ ‘Amnunt ‘Des:riptinn LoA

28 123,FO0 AB PR2435 $5,000.00 Cashless PR 51632 132 165 4651 3212
29 123, PAAB PRS9778 $5,000.00 Cash PR 342 35434 24324 2
A4 ] Sheet1 /Sheets /Sheerd /&3

1.1.7.4 Procurement Controls Report Enhancements

Kl

FOO Provisioning Report

The Procurement Controls report now displays details about item and limit policies: the policy title,

message, item name or limit amount, limit type, and item or limit message.

A B i D
Q Procurement Controls
Zz
3 RCC: CCO-Djibouti
4 | Report As Of: 8/13/2012
5
6 es:
7 Policy Title Policy Message Item Item Message
8 Laundry Do not use FOO funds for clothing or laundry
9 PPI-08-22 Rev3 - . OCIE D it FOO funds f lothi laund

. Do not use FOO funds for clothing or laundry - o notuse unds for ¢ !"g orfaundry
10 Clothing/Laundry Field Gear Do not use FOO funds for clothing or laundry
11 Clothes Do not use FOO funds for clothing or laundry

PPI-08-22 Rev3 - i
12 Do not use FOO Funds for Medical or Detal Care Dental Care Do not use FOO Funds for Medical or Detal Care
Med/Dent Care
13 Medical Care Do not use FOO Funds for Medical or Detal Care
14 PPI-08-22 Rev3 - . Car Rental Should be for official ly; Check t
Rentals should be placed against DTS orders ar ienta ould be Tor oTficlal purpose only; theck to see
Rentals

15 Rental Vehicles Should be for official purpose only; Check to see
16 computers Auth telecom purchases must be IAW approved J6 pol
17 software Auth telecom purchases must be IAW approved J6 pol

PPI-08-22 Rev3 -
18 = Telecommunications

Auth telecom purchases must be IAW J6 policies

Fax Machines

Auth telecom purchases must be IAW approved J6 pol

v

19 external hard drive Auth telecom purchases must be IAW approved J6 pol
20 Copy Machines Auth telecom purchases must be IAW approved J6 pol |
21
22 Limit Policies:
23 Policy Title Policy Message Limit Limit Type Limit Message
HA Project Funds only valid up
Max HA Project .
24 J : Max HA Project Limit- $10K $10,000.00 PURCHASETOTAL i to 510.,000
Purchase Limit HA Project Funds Only valid up
25 $40.00 LINEITEM to $40 per item
$3K limit pertains to OPFUND
Max OPFUND - . -
o Not auth over $3000 (Tm support/life essential) purchases; $10K limt for HA|
Purchase Limit .
26 $3,000.00 PURCHASETOTAL Projects

Procurement Controls Report
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1.1.8 Reserving FOO ldentifiers

The Set Up, Reserve FOO ldentifiers feature enables a KO to reserve a set of FOO IDs. FOO IDs are
assigned when each provision is created; FOO IDs are also part of the PIIN. KOs use the Reserve FOO
Identifiers feature to avoid duplication of PIINs among multiple contracting offices that share the same
DODAAC. The other purpose of this feature is to avoid creating duplicate FOO IDs when KOs work
offline.

When a KO reserves a set of FOO IDs, no other KO from the same contracting office can use these IDs.
For example, assume KO1 at Contracting Office A reserves FOO IDs from AA to BA. KO2 at Contracting
Office A cannot use the FOO IDs that were reserved by KO1; the system will allow KO2 to use the next
available sequential FOO ID, which in this case, would be BB.

This feature is also useful when working offline. Without reserving FOO IDs, two KOs at the same
contracting office who both create provisions while working offline, will create duplicate FOO IDs. This
means the PIINs also will be duplicated and there will be an unresolvable conflict when the replicas are
synchronized. For example, assume KO1 and KO2 at Contracting Office A each create an offline replica.
Then they each create a provision; the system will automatically assign the FOO ID “AA” to both KOs,
which will lead to duplicate PIINs (the FOO ID is part of the PIIN). To avoid this conflict, the KOs should
each reserve a set of different FOO IDs before going offline. When the KOs create offline replicas and
create provisions in offline mode, the system assigns two different sets of FOO IDs, using the reservation
list saved by each KO.

To reserve FOO IDs:

1. Select Set Up, Reserve FOO Identifiers from the main menu.
2. Onthe FOO Identifier Reservations window, use the drop-down lists to select the correct AOR,
Contracting Office and Contract Officer.
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15 FOO Identifier Reservations E@

AOR CJTFHOA -
Contracting Office CCO-Djibouti

Contract Officer ’Barneh‘. Jude Lynn (jbarnett) -

Available Reserved

AL - —=
AC T

AD
AE
AF

AG
AH
Al

AK
AL

AM
AN
AP |
AQ

AR

AS

AT

FOO Identifier Reservations Window

1

3. Select one or more FOO IDs in the left column. (To select multiple IDs, press Shift or Ctrl and
then click the IDs).

4. Click the right arrow to reserve the selected IDs. The reserved IDs move to the

right column.

12 FOO Identifier Reservations E@I

ACR CJTF-HOA v

Contracting Office CCO-Djibouti

Contract Officer [BarnetL Jude Lynn (jbarnett) -

Available Reserved

= Ah
AC

p=3
lw}
»

=
-
LAl

Two FOO IDs have been selected and placed in the right column
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If for some reason you need to unreserved the IDs, select them in the right column, then click the left

arrow button. The IDs return to the unreserved list in the left column.

1.1.9 Document Administration

System administrators can easily locate and replace document attachments using the File, Documents,
Document Administration feature. For example, replace a large PDF file with a smaller version in JPEG
format. It is also possible to delete a document without replacing it.

To access the Document Administration feature:

1. Select File, Documents, Document Administration. Note that only System Administrators may
access this feature.

File | SetUp Device Management Financial Purchase Crder

Connection Status 3
_| Documents 3 Document Administration
EDA Upload Document Handling

Profile Management  »
Offline Management »
Register New User

Exit

File, Documents menu
2. Onthe Document Management window, use a combination of search fields to locate
documents.
e For example, to search for all documents that exceed a certain size, fill in only the Minimum
Size field and then click the Search button.
e Search results are displayed in the Results table.
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o= Document Management E’
Filter
Minimum Size (KB) 500 Entity Type l v]
Maximum Size (KB) Document Type I v]

Created By U
res iy User Select User

Results (14)
Entity Type Unique Identifier Document Type File Name Mime Type Comment Size (KB) il View
DOCUMENT 072C6C67-37FC-492C-.. PHOTO Natura_Paint_Original.... imagefpng Photo ofitems purcha... | 1276
USER paiiansan OTHER Galarza_DD577 pdf application/pdf DD577 1218
USER e APPOINTMENT Semmler_Paying Age... | application/pdf 1086 [ Delete I
USER [ TRl TU APPOINTMENT Clayton 557 pdf application/pdf 966
USER Haatht L APPOINTMENT Clayton 3in1 PIIN .pdf | application/pdf 919 e
USER MR AT APPOINTMENT Pearl 577 pdf 794 [
USER uimz an OTHER Galarza_Nomination_... |application/pdf MNomination Letter 729
USER Tntis M APPOINTMENT THOMAS_APPT_ME... |application/pdf 676
USER PEEe] APPOINTMENT APPOINTMENT . pdf application/pdf 652
USER APPOINTMENT GALARZAAPPT pdf | application/pdf 626 L
USER APPOINTMENT Shonsbrinkerhoff_App... | application/pdf 622
USER (e el APPOINTMENT Appt Letter. pdf application/pdf 619 i
< | I 3

Document Management Window

All documents that exceed 500KB are displayed in the Results table. Click the Size (KB) column
heading to sort the results by file size.

3. Optionally use the Entity Type and Document Type search fields by selecting from the drop-
down list in each field.

15 Document Management

Filter
Minimum Size (KEB) Entity Type USER -
Maximum Size (KB} Document Type DISBURSEMENT

DOCUMENT

Created By User ORDER

PURCHASEREQUEST

USER
 —

Document Management Window - Entity Type Drop-Down List

1=/ Document Management

Filter
Minimum Size (KB) Entity Type

|USER v

Maximum Size (KB) Document Type APPOINTMENT -

Created By User [ lNALI=NIE
APPROWVAL
DISBURSEMENT
EXCHANGEMEMO
OTHER
PHOTO
PURCHASEREQUEST
RECEIPT
SF44
SIGNATURE
SIGNEDSCHEMA

Document Type Drop-Down List
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Keep in mind the results must meet all specified criteria. For example, a restrictive search looks for a
specific type of document (APPOINTMENT) created by a specific user.

o' Document Management

Filter
Minimum Size (KB) Entity Type [ v]
Maximum Size (KB) —  Document Type ’APPOINTMENT v]

CrestedByUser 1y <. Gina Select User

The Results table will display only Appointment documents created by Gina Thomas

To clear all search criteria fields and start over, click the Clear button.

1.1.9.1 Deleting Documents

Once the search results are displayed, you may delete documents by selecting them and clicking the
Delete button. Consider sorting the documents first, to group similar ones before deleting. Click a
column heading to sort in ascending order; click again to sort in descending order.

o= Document Management EI@
Filter
Minimum Size (KB) Entity Type [USER ']
Maximum Size (KB) Document Type IAPPO\NTMENT 'I
Created By User
Results (38)
Entity Type Unigue Identifier Document Type File Name Mime Type Comment Size (KB) i View
ORPHANED APPOINTMENT Itjs.pdf
ORPHANED APPOINTMENT [tjs_201101071536340. E
ORPHANED APPOINTMENT Pearl_577 pdf
USER christfa APPOINTMENT 7Jan emordocx applicationfvnd.openx. 10 b
USER tolberte APPOINTMENT WE56D5M11371004_P... | applicationf/pdf 468
USER scott APPOINTMENT unitd24-11-3-002BUS... | application/pdf 281
USER scott APPOINTMENT unitd24-11-3-0021687_... | application/pdf 151

To select multiple documents, press the Shift key and click multiple documents

To view the content of a document in a separate window, select the document in the table and then
click the View button.

1.1.9.2 Replacing Documents

To replace a document:

1. Inthe Results table, select the document to be replaced.
Click the Replace button.

3. Inthe Attach Document dialog box, click the Browse button to locate and select the
replacement file.

4. Optionally enter text in the Comment field.

5. Click the Upload File button to perform the replacement.
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v Attach Docume

Comment

updated letter replacement

Type |APPOINTMENT v

File  Julman\Documents\June_2012.docx Browse.

[ Upload File | | Close ]

Attach Document Dialog Box

A confirmation message is displayed after a successful upload.

Close

File 'rockimage.png' uploaded. You can upload
additional files or click Close to exit.

Confirmation Message

1.1.10 AOR Administration
In previous releases, the only way to add a new unit was to select File, Profile, Unit Profile. Now you
create a unit from the AOR Administration module. Select Set Up, AOR Administration.

After selecting an office on the Offices tab, the Add Unit button is enabled.
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AOR Details
Name

Address1
Address2
Address3

Country

City

Offices

Aor Administration

Select an Area of Responsibility [ CUTF-HOA

CJTF-HOA

Bldg 102

Camp Lemonnier

Server?

Djibouti

State [ Province

FPO. AE

Zip {Postal Code

09363

| Add | | Edit | | Delete |

’Conhacﬁng

State [ Province
Djibouti FRPO. AE Djibouti

When you click the Add Unit button the Select Unit window is displayed.

AOR Administration Window
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Units

Search Options

() All Units

(C) ServicedBy ~ Office

AOR

Office

Search Results
List

© uc @) Unit Name

Criteria
@) Starts With () Contains

Cancel ]

Select Unit Window

Click the Add button to create a unit. Complete the details for the new unit, then click the Save button.

Unit Details
Name

Central

ulic WAT4B0

Address 102 55th Streef

Address2

Address3

Country

City

State | Province

Zip [ Postal Code

Cancel

Unit Window
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Units can be created on the Edit Office window also. First, click the Edit Office button on the Offices tab.
Then, on the Offices window, click the Add button in the Units Serviced area.

|| Office Details

Name

Address1

Address2
Address3

Country
City
State [ Province

Zip [ Postal Code

DODAAC

Close

| Select Office Type ’Contracting

- ] Units Serviced

CCO-Djibouti

Bldg 102

Camp Le Monnier

Ui MName

N3654B 83rd AMD

4587A Maritime Civil Affairs
WEMTAA | OSC-ES

N3955A Djibouti Disbursing D...

Dijibouti

N3655A J8 Diibouti

Djibouti
FPO, AE

09363

N3654A

Groups

Name Description
ccopgo
CCO Ethio...

CCO Keny...

CCOTanz...
CCOUga..
SPARE

Offices Window

The Select Unit window is displayed, as shown above. Click the Add button to open the Unit window.
Complete the fields to define the new unit, then click the Save button.

1.1.11 Virtual Device Provisioning

Enhancements to the 3inl Tool enable all teams in an AOR to use the 3inl prime database to track
funding. Previously, only those personnel who were assigned a handheld device could access the 3inl
prime database. But the new virtual device feature can be used by teams that draw emergency funds,
but do not spend anything, and by team members who do not make enough purchases to justify

assignment of a handheld device.

1.1.11.1 Step 1: Provisioning a Virtual Device

Using the existing “Provision Device” feature in the 3in1 Workstation, Contracting Officers (KOs) select a
clearly identified virtual device ID, as shown in the following figure.
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' Select Device

Devices

Search Options

@) All Devices

'.'_:_'.' Unapproved Devices
'.'_:_'.' Unprovisioned Devices

() By Assignment Assignment
AOR

Contract Office
Unit

FOO

Search Results
(@) Starts With () Contains
Filter

354114015060313 -
bB671a31612b7

GB671a16e942

58671a22750b

Emulatorl

VIRTUAL_0O02

VIRTUAL_0O03 |;
VIRTUAL_O04 =
VIRTUAL_005

Virtual Devices are clearly identified on the Select Device window

KOs then provision the virtual device as they do actual handheld devices — selecting a FOO/PA team,
assigning purchase orders, procurement controls, etc. When assigning PIINs, it is necessary to select the
“Assign Manual PIIN” checkbox. The remaining provisioning steps are the same as for provisioning to an
actual handheld device. If purchases increase later, the data on the virtual device can be transferred to
an actual handheld device.

Note: It is highly recommended that each virtual device be assigned to only one FOO/PA team, unless a
PA supports multiple teams.

Page 21



December 2012 What’s New in 3in1 Version 3.5

PIIN Block

4==ilo Winslow, Dan

Fiscal Year 2013

7

PliNs Issued 50
PIIN Start

PIIN End

Issue Order

Far Non-Device (Manual) Order Entry

Close Save

PIINs are assigned to virtual devices; be sure to select the “For Non-Device (Manual) Order Entry” check box

1.1.11.2 Step 2: Creating and Clearing Purchase Orders

After purchase requests have been assigned to the FOO/PA team’s virtual device, purchase orders can
be added manually, using the “Purchase Order,” “Add Purchase Order” command. Users then follow the
normal clearance process. Order data from virtual devices can be exported to DDS; DDS import is also
functional.

Add Purchase Orde

Select Provision, Purchase Request, and PIIN#

Unit FOO Last FOO First PA Last PA First - Device Senal
MName MName MName MName MName #

USF-1J6 TC4l  Winslow VIRTUAL_002

Add Purchase Order Window

1.1.11.3 Important Differences between Virtual and Actual Devices

Users involved in the ordering and clearance processes need to be aware of significant differences
between virtual and actual devices:

e The Shopping List feature is not available to FOOs using virtual devices.

e The PA cannot conduct exchanges using virtual devices. The DA will need to return a cash
advance in one currency, and then issue a cash advance in a different currency.

e The PA cannot create a cash advance or return cash on a virtual device. The DA can perform
these actions on the Workstation.

e The Workstation allows you to flag orders and submit comments to a FOO who is assigned a
virtual device, but the FOO will not receive those comments since the physical device doesn’t
exist. Instead, there must be some type of dialogue between the clearing entity and the FOO to
clear the flag and get the orders approved.

e Purchase requests associated with a virtual device cannot be closed by users. They must contact
the 3inl Help Desk to request closing the purchase request.
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Documented in Role-Based 3in1 Training Manual

Workstation Feature

FOO/PA

Contracting Officer

RM/DA

Reviewer

Registering New Users — New
Fields

Module 2: Hardware
/Application Setup, Lesson 1:
Registering New Users

Module 5: Managing 3in1
Workstation Users, Lesson 1:
Registering New Users

Module 2: Application
Setup, Lesson 1: Registering
New Users

Module 2: Application
Setup, Lesson 1:
Registering New Users

Refresh Purchase Requests N/A Module 13: Updating Financial | Module 9: Updating N/A
Button and Procurement Information, Financial Information,
Lesson 1: Updating Purchase Lesson 1: Updating
Requests and Cash Advances Purchase Requests
Exporting Financial Data to N/A Module 13: Updating Financial | Module 4: Issuing Purchase | N/A
Excel and Procurement Information, Requests & Cash Advances,
Lesson 1: Updating Purchase Lesson 1: Financial Process
Requests and Cash Advances
Selecting AOR and Office N/A Module 10: Managing Module 6: Managing N/A

without selecting a Unit to
view all FOOs

Purchase Orders on the
Workstation, Lesson 1: Looking
Up and Completing Purchase
Orders on the Workstation

Purchase Orders on the
Workstation, Lesson 1:
Looking Up and Completing
Purchase Orders

Search for Purchase Orders
and Cash Advances through

Module 8: Viewing PRs, Cash
Advances, & Purchases on

Module 10: Managing
Purchase Orders on the

Module 6: Managing
Purchase Orders on the

Module 3: Application
Familiarization, Lesson 5:

Document Handling the Workstation, Lesson 1: Workstation, Lesson 1: Looking | Workstation, Lesson 1: Viewing Attached
Viewing Financial Up and Completing Purchase Looking Up and Completing | Documents
Information Orders on the Workstation Purchase Orders
Module 9: Updating
Financial Information,
Lesson 1: Updating
Purchase Requests
Post Provision PA Update N/A Module 13: Updating Financial | N/A N/A

and Procurement Information,
Lesson 2: Updating
Procurement Information
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Documented in Role-Based 3in1 Training Manual

Workstation Feature

FOO/PA

Contracting Officer

RM/DA

Reviewer

User and Office Subscriptions

Module 3: Application
Familiarization, Lesson 2:
Managing User Account
Information

Module 5: Managing 3in1
Workstation Users, Lesson 2:
Managing User Roles &
Accounts

Module 3: Application
Familiarization, Lesson 3:
Managing User Information

Module 3: Application
Familiarization, Lesson 3:
Managing User Account
Information

Purchase Request and
Purchase Order Search
Reports

Module 12: Reporting from
the Workstation, Lesson 1:
Generating Reports

Module 14: Reporting from the
Workstation, Lesson 1:
Generating Reports

Module 10: Reporting from
the Workstation, Lesson 1:
Generating Reports

Module 6: Reporting from
the Workstation, Lesson
1: Generating Reports

Other Report Enhancements

Module 12: Reporting from
the Workstation, Lesson 1:
Generating Reports

Module 14: Reporting from the
Workstation, Lesson 1:
Generating Reports

Module 10: Reporting from
the Workstation, Lesson 1:
Generating Reports

Module 6: Reporting from
the Workstation, Lesson
1: Generating Reports

Reserve FOO Identifiers N/A Module 7: Activating Devices N/A N/A
for FOO/PA Teams, Lesson 1:
Provisioning Devices from the
Workstation
Sys Admin Document N/A Module 17: Document N/A N/A
Administration Administration, Lesson 1:
Replacing and Deleting
Document Attachments
AOR Administration N/A Module 6: Configuring the 3in1 | N/A N/A
Enhancements Workstation, Lesson 1: AOR
Setup
Virtual Device Provisioning N/A Module 7: Activating Devices N/A N/A

for the FOO/PA Team, Lesson 1:

Provisioning Devices from the
Workstation
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1.2 3inl Handheld Device Enhancements

1.2.1 Security Checks

Important security checks added to the device must be performed by the user when using the device for
the first time. Users should check the following settings on the Device and Database Status screen.

1. Verify the ADB (Android Debug Bridge) Enabled setting is OFF. This prevents the installation of
unauthorized apps on the device.

3in1 Tool FOO Network On Ethernet 123/SYM

Device and Database Status

Device ID: 354114012946894
Device Name: bip6000
GD Chip ID: 4790501691000e6a4033
Software Version: 2.68
0S Version: r2z_p5

Package Version: 1.1
Hardware Version: NAND

ADB Enabled: Off
IP Address: 192.168.14.160

https://jccs.bta.mil/

ESdpoiaL: IntegrationSvc \
i

WiFi Mac Address: 00.30.0d.36.21.30
Cradle Mac Address: 00:10:60:b1:ab:d2 |

Set Time
Zone

Set Date Set Time

Upload to Prime
Database

Back

Software Update

Device and Database Status Screen

2. Scroll down the screen and verify that the Non-market Apps Enabled setting is ON.
— The 3inl program is not available in the Android Marketplace, so the On setting enables
3inl to run on the device.

3. Also verify that the Stay Awake Enabled setting is OFF. If the setting is set to ON, return the
device or contact the help desk. Do not use the device.
— Setting Stay Awake Enabled to Off also conserves the device battery life.
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3in1 Tool Network On Ethernet abc

Device and Database Status

https://jccs.bta.mil/
IntegrationSvc

WiFi Mac Address: 00.30.0d.36.d6.ce

Crardla Mar Addvace: ANANENhA:ah:A9

Endpoint:

Non-market Apps Enabled: On
Stay Awake Enabled: Off

October 11 2012 3:59:32 ‘
Printer: NONE
Latitude: Unknown
Longitude: Unknown
Upload Status: Uploads Pending

Set Time
Zone

Set Date Set Time

Upload to Prime
Database

Back Software Update

Device and Database Status Screen — Scroll down to view additional fields

1.2.2 Enhanced Market Research Tool

The Market Research tool, which is used for price comparisons among vendors, can now perform three
types of searches.

1. Device only. Compare items purchased from multiple vendors that were recorded on the local
device only.

2. Prime database only. Search for purchase information within an entire contracting office. The
advantage of this search is access to purchases made by other FOOs on other devices or on the
Workstation. Save selected merchant information on your local device.

3. Device and prime database. A combination of search types 1 and 2.

Performing prime database searches (2 and 3 above) requires network connectivity. Performing market
research on the device also requires users to log in to the device. Market Research can be selected from
the device Tools tab.

On the Search Items screen, users enter the name of the Search Item and select the database to search,
then tap the Search button.
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Search Items

Search Item: Plywood

OSearch only on this Device

OSearch only on Prime Database
Search on both this Device and Prime
Database

The search on this Device will search the
entire local database.

The search on the Prime Database will only
search at the Contracting Office level. For a
full function search please use the the 3in1
Workstation application.

[ ——
S S S

Market Research Search Features

The search results can be viewed in detail on the device, printed, or saved to the device for later use.

See the 3in1 training manual for details.

The buttons on the Market Research screen provide the following functions:

3in1 Tool FOO Network On Ethernet abc

Market Research

Item Price

Merchant | Item

09/27/12

09/27/12 Lowes Hardware Plywood $25.54

BD
02/21/12 OSH Plywood $25.88

BD
02/21/12 Office Depot Plywood $38.98

BD

Printer: NONE

- ]
View Item
Details

Load Saved
Lists

Search

Clear List Save List

Market Research Screen Displays Search Results

View Item Details — Tap a merchant to view the complete merchant address and phone number, and

most recent transaction information on the Market Research Item Details screen.
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Market Research Item Details

VendorName | VendorAddress | Vendor Country

Home Depot 8801 S La Cienega United States
Blvd

Vendor Phone:
Latitude: 34.06423 Longitude: -118.39907

Most Recent Item Price
Transaction Date

10/04/12 Plywood

Item Description

Printer: NONE
Save Start New
Merchant Search

Market Research Item Details Screen — Displays the details about one vendor

Save Merchant (use after searching only the prime database) - Saves the merchant information to the
merchant list on the device.

Save List - Save the results from a prime database search to the local device. Specify a name for the list.
Lists are saved for 90 days.

Market Research Save Results

List Name: Search for Plywood

Item Price
Date Merchant

Search from the Prime Database: 7 unique results

10/07/12 Hanee & Co Plywood $4.96
EA
10/04/12 Lowes Hardware Plywood |3,215.45 DJi
BD
10/04/12 Home Depot Plywood $16.84
EA
09/27/12 OSH Plywood $3.00
BD
09/27/12 Lowes Hardware Plywood $25.54
BD
02/21/12 OSH Plywood $25.88

Cancel

Market Research Save Results as a List

Load Saved Lists - Retrieves a saved market research list
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1.2.3 Storing “Furnish To” Addresses When Placing an Order
Each time a new address is entered on the Furnish To Address screen, it is saved by the device. This

feature saves time by enabling users to select from a list of saved addresses.

1. Onthe Furnish To Address screen, tap the Select Furnish To Address From List button.

Furnish To Address

Unit: Unit SIT35 *
LIS 936 Marine Way, Camp Cate g
City: Catalina

State, Zip:

Country: United States

Select Furnish To Address From List

Cancel Clear

Furnish To Address Screen

2. Alist of previously entered addresses is displayed. Tap one of the addresses.

3. The selected address is highlighted and the Select and Remove buttons are enabled. Tap the
Select button to select the address.
— Toremove an address that is no longer needed, tap the Remove button.

3in1 Tool FOO Network On Ethernet abc

Select Furnish To Address

Address
City State, Zip Country
Special Ops Camp Red
Catalina United States

Back Remove Select

Furnish To Address List
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1.2.4 Capturing Merchant Location

The merchant location, as specified by latitude and longitude, can be captured using the device GPS
feature. (Note that the device setting GPS Enabled must be selected in order to use this feature. Refer
to the Device Tools and Settings module in the training manual for details.)

1. On the Edit Merchant screen, tap inside the Location field to open the Merchant Location
popup.

3in1 Tool FOO Network On Ethernet abc

Edit Merchant

Address: Hilla 23rd Street

Merchant Location

Hanee Construction

City: Basrah Merchant Latitude: Unknown

Merchant Longitude: Unknown

Province, 28628

Postal Code:

Current Location

Device Latitude: 34.06404
Device Longitude: -118.39859

T —————————

Category: Coalition Vendor
Phone:

Comment:

Location:

Cancel l Save

Edit Merchant Screen Merchant Location Popup

2. Verify the Current Location displays actual coordinates. If you are indoors, the Current and
Order location will display as “Unknown” for both latitude and longitude. GPS generally does not
work indoors.

3. Tap the Capture Location button. The coordinates display in the Location field on the Edit
Merchant screen.

4. Tap the Save button on the Edit Merchant screen.
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3in1 Tool FOO Network On Ethernet abc

Address:

Edit Merchant

Hilla 23rd Street

Basrah

City:

Province,
Postal Code:

28628

L

Category: Coalition Vendor

Phone:

Comment:

Location: Latitude: 34.06404, Longitude: -118.39859

I

Cancel

Edit Merchant Screen with Captured Location Coordinates

1.2.5 Enhanced Receiver Screen

The receiver acknowledges receipt of goods by signing the Receiver screen. In some cases, the receiver
may be the FOO. The name of the receiver must be entered before entering a signature. Enhancements
to the Receiver screen make it easier to enter a name.

On the Select Receiver popup screen, the drop-down lists the FOO and PA names. Select one of these as
the Receiver, or select Other if someone other than the FOO or PA is receiving the supplies or services
on behalf of the government. If you select Other, enter the person’s name in the Name field.

Select Receiver

Other

Name: Bruce Olsen

R SIS,
Cancel

Select Receiver Screen
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1.2.6 Taking Pictures from the Cash Advance Details and Paying Agent Screens

Using the device’s built-in camera, users can now take pictures of documents from the Cash Advance

Details and Paying Agent signature screens.

1.2.6.1 Cash Advance Details Screen

Use the new Documents button on the Cash Advance Details screen to photograph documents

associated with the cash advances.

1. Onthe Cash Advance Details screen, tap the Documents button.
On the Cash Advance Images screen, tap the Take Picture button.

3in1 Tool PA Network On WiFi abc

3in1 Tool PA Network On WiFi abc

Cash Advance Details
DDS Currency Code: US
ID: AE690
Currency: US Dollar
Value: $6,000.00 Available: $5,274.35
Purchases: $553.67 Unpaid Orders: $171.98
Exchanged: $0.00 Returned: $0.00

Cash Advance Images

Date | Activity | Amount | X-Rate

2011:09-06

Printer: Printek FieldPro R43 RS-232 / USB Printer
D ]

Back Print Details | Print Ledger Back Take Picture

Cash Advance Details Screen Cash Advance Images Screen

3. Use the device camera to capture an image of the document. (Steps to use the camera were
previously documented in the training manual for photographing purchase items/receipts).
4. When you tap the Take Picture button, the captured image is displayed on the View Document
Image screen.
5. Select a radio button to identify the image as a Disbursement Image or as an Exchange Memo.
6. If you are satisfied with the captured image, tap the Accept button.
— When you tap the Accept button, the camera takes the picture and the image will be
attached to the cash advance.
— If you are not satisfied with the captured image, tap the Retake button. Use the Zoom In
button to capture a closer view of the document.
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3in1 Tool PA Network On WiFi abc

View Document Image

Disbursement eExchange
Image

Memo

Cash Advance Disburseme

sectetuer adipiscing elit. Aenean co

atibus et magnis dis parturient mont;

esque eu, pretium quis, sem. Nulla cf

nec, vulputate eget, arcu. In enim ju:

ictum felis eu pede mollis pretium. I
Aenean vulputate eleifend tell

Retake Zoom In Accept

View Document Image Screen

Once images are taken, they are listed on the Cash Advance Images screen. To view an image, tap one.
The View Document Image screen then displays options to delete, print (if a printer is connected), or
view the image in detail.

If the device is not connect to a network while capturing images of cash advance documents, all the
images are stored on the device. Once an image is uploaded to the prime database, it will be removed
from the device. After that, the only way to delete the image is from the Workstation.

1.2.6.2 Paying Agent Screen

The new Capture Receipt Image button on the Paying Agent signature screen enables PAs to capture
photos of merchant receipts. After tapping the Capture Receipt Image button to activate the camera,
focus and take the picture. See the training guide for instructions on using the camera; these were
previously documented for photographing purchase items/receipts.
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Network On Ethernet  123/SYM

PIIN Log

Paying Agent
Available Cash: $697.92
Paying Agent: Bass, Roy SR

3in1 Tool FOO

I certify that this account is correct and
proper for payment in the amount of

$73.33

View Order Items

PIIN Log I Forgot Password

Confirm

Paying Agent Signature Screen — New Capture Receipt Button

1.2.7 Entering Flag Comments on Clearance Screen

Entering comments/responses to flagged orders has been
integrated with the Clearance screen on the device. Now device
users can respond to a flag comment simply by entering a
response in the Comment field on the Clearance screen, and
clicking the Save Comment button.

The comments will be uploaded to the 3in1 Workstation, where
they can be viewed on the purchase order FOO Responses and
Clearance Status tab.

1.2.8 Adding General Clearance Comments

The ability the add clearance comments is not restricted to
responding to Flags and Approvals. The FOO can add clearance
comments as desired. The device first lists all the comments
entered on the Workstation by clearance reviewers, and then the
FOO responses.

Network On Ethernet abc

PIIN Log

3in1 Tool FOO

Clearance
Office | Officer | Date | Clearance
Brian Bell 10/10/12
Flag Comment: Please attach supporting documents.
[ MariaLopez [ 10/11712 |

FOO Comment: Image of receipt has been uploaded

Back

Comments entered by clearance reviewers overwrite their previous comment. For example a comment

entered by the Finance Officer, Crystal Fisher, when she flagged an order, was overwritten by the

comment she entered when she approved the order. However, FOO comments cannot be overwritten

or edited; once entered, they become part of the permanently record.
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PIIN Log

PIIN Log

Clearance

Office | Officer | Date |Clearance

Clearance

Office | Officer | Date |Clearance

Brian Bell 10/10/12 Approve Brian Bell 10/10/12 Approve
Flag Comment: Please attach supporting documents. Flag Comment: Please attach supporting documents.
[crystal Fisher] 10710712 | Flagged [crystal Fisher] 10710712 |  Approve
Flag Comment: Purchased under the incorrect Cash Flag Comment: Inthat caseIdon't see a problem!
Advance | MariaLopez | 10111712 |
| Maria Lopez | 10/11/12 | FOO Comment: Image of receipt has been uploaded
FOO Comment: Image of receipt has been uploaded | Maria Lopez | 10/11/12 |

FOO Comment: I appologise, no other Cash Advance is
available

1. Note the initial Flag Comment by Finance Officer 2. When Crystal Fisher enters a second comment,
Crystal Fisher. The FOO, Maria Lopez, responded it replaces her first comment. However, all of
with two comments. FOO Maria Lopez’s comments are retained.

1.2.9 New Status Message when Setting APNs

If you are using GSM and need to configure the device, it is
necessary to select or set up the Access Point Name (APN)
using technical information from the GSM provider. On the ® APNs

device General Settings screen, select APN Settings. Thi i R e

active SIM to add or edit APN settings.

If the device does not have a SIM card installed, new APN
settings cannot be set. Selecting New APN, on the APNs

screen on a device that does not have a SIM, results in a
warning message that notifies the user to install a SIM card.

1.2.10 Other Enhancements

1.2.10.1 DSSN Displayed on Printed SF44

SF44 forms printed from the 3in1 device and Workstation now display the DSSN in brackets beside the
Finance Office unit name line.

1.2.10.2 Recognizing a “Bricked” Device

If a device must be disabled and sent to the 3in1 Program Management Office, use the Workstation
Disable Device feature. This is sometimes referred to as “bricking” the device. Once a device has been
bricked, the Contracting Office must follow the 3in1 Support Help Desk instructions for sending back the
device.
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New functionality helps users recognize a bricked device. A device is bricked if the 3in1 logo is displayed
on the screen at start up, but the device remains locked. The device has lost all functionally; even
pressing the Power button to turn off the device will not work. It is necessary to remove the battery in

order to power down the device.
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Documented in Role-Based 3in1 Training Manual
Device Feature FOO/PA Contracting Officer RM/DA Reviewer
First Time Use Security Module 2: Hardware/ Application Module 4: Registering New Devices, N/A N/A
Checks Setup, Lesson 2: Getting Started with Lesson 1: Registering & Approving
the Device and Printer New Devices
Enhanced Market Research Module 5: The Ordering Process, Module 8: The Ordering Process, N/A N/A
Tool Lesson 2: Making a Purchase Lesson 1: Making a Purchase
Storing “Furnish To” Module 5: The Ordering Process, Module 8: The Ordering Process, N/A N/A
Addresses Lesson 2: Making a Purchase Lesson 1: Making a Purchase
Capturing Merchant Location | Module 5: The Ordering Process, N/A N/A N/A
Lesson 1: Creating Vendors on the 3in1
Device
Enhanced Receiver Screen Module 5: The Ordering Process, Module 8: The Ordering Process, N/A N/A
Lesson 2: Making a Purchase Lesson 1: Making a Purchase
Taking Pictures from the Cash | Module 10: Managing Cash Advances Module 9: Ordering Features on the N/A N/A
Advance Details and Paying on the Device, Lesson 1: Working with Device, Lesson 2: Managing Cash
Agent Screens Cash Advances Advances on the Device
Module 5: The Ordering Process,
Lesson 2: Making a Purchase
Entering Flag Comments on Module 5: The Ordering Process, N/A N/A N/A
Clearance Screen Lesson 4: Post-Order Actions
Adding General Clearance Module 5: The Ordering Process, N/A N/A N/A
Comments on the Device Lesson 4: Post-Order Actions
New Status Message when Module 14: 3in1 Device Tools & Module 16: 3in1 Device Tools & N/A N/A

Setting APNs

Settings, Lesson 2: Device Settings

Settings, Lesson 2: Device Settings
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2 What’s New in Version 3.0

2.1 3in1 Workstation Enhancements

2.1.1 Enhanced Offline Capabilities

To facilitate a user’s ability to work offline and synchronize their data with the 3in1 prime database
when they return to working online, Release 3.0 contains the following enhancements:

e Users can connect their handheld device directly to the Workstation for uploading SF44 data,
exchanging clearance information and other data. A DHCP server services the device and
supports device-workstation TCP/IP connectivity via an Ethernet or USB network connection.

o New data synchronization settings on the User Profile window can be customized for each user.
Users can choose to automatically synchronize data upon logging into or exiting the Workstation
and also define the maximum size of document files attached to purchase orders.

e A KO can now authorize a PA’s role. (In previous releases, only the RM/DA could provide this
authorization.)

2.1.1.1 Offline Replica Creation/Synchronization & Device to Workstation Data Exchange

The 3inl Tool Workstation application can now run either standalone (Offline) or connected to the 3inl
prime database (Online). An Internet connection is required to work in online mode. However, you can
work offline and then upload your work to the 3inl prime database when a connection can be
established. In situations when your connection is unreliable, you may want to purposely work offline
and control when you go online to update your information.

Note: A pre-requisite for working offline is to initialize the local 3in1 Workstation database on your
computer by creating/synchronizing your local replica.

To create a local replica for the first time, select File, Offline Management, Generate New Local Replica.

File | SetUp  Device Management  Financial  Purchase Order  Repr

Connection Status 3
Document Handling

EDA Upload

Profile Management 3

I| Offine Management  » | Generate Mew Local Replica

Register Mew User Synchronize Local Replica

Exit Change Sync Settings

Generate New Local Replica
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Once a local replica is created, it needs to be periodically updated to include the most current data from

the 3inl prime database, so that you may work offline with correct data. Also, if you are working offline,
you eventually need to reconcile your 3inl system changes to the 3inl prime database. This back and
forth reconciliation process between your local replica and the 3inl prime database is known as

synchronization in the 3in1 system.

To work offline if you are currently online (and you have previously created an offline replica):

1. From the Workstation main menu, select File, Connection Status, Offline.

|'§’ JCCS 3 in 1 Workstation Control Center

File | SetUp  Device Management

Financial ~ Purchase Order F

| Connection Status

|7

Document Handling
EDA Upload

Profile Management
Offline Management

Register New User

Online

Offline

]

]

Exit

Checdk Connection Status

Speed Test

Switch from Online to Offline Mode

2. Select Yes on the Synchronize? dialog box.

Synchronize?

S
"

Yes

J|

MNa

You have switched from Online to Offline mode, Would you like to synchronize now?

Synchronize? Dialog box

3. Click OK on the Synchronization dialog box.

-

Synchronization

Your synchronization session has completed successfully.

Synchronization Acknowledgement

Once you are finished working in offline mode and are ready to synchronize your system changes, select

File, Offline Management, Synchronize Local Replica.

Select File, Connection Status, Change Sync Settings to return working online.
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In situations where users must decide to work offline for periods of time, it is possible for FOOs to
connect the 3inl handheld device directly to the Workstation and transfer order and clearance
information.

2.1.1.2 Data Synchronization Settings

To access the new data synchronization settings, select File, Profile Management, User Profile from the
3in1 main menu. The new settings are circled in the following figure.

Sync On Start
Sync On Exit

Document Sync Size Limit (These settings affectwhich documents are included in your local replica. Use the Small setting if you are
Ml |working in an environment where there is low available bandwidth...)

Small (SF44s) Medium (SF44s & Receipts) (@) Large (SF44s, Receipts & Images) CUD

User Profile Window

Receive Email Notifications

Load Dashboard On Start

The Sync on Start/Exit checkboxes will synchronize your local replica with the 3in1 database upon
login/logout, if checked.

The Document Sync Size Limit options allow users in low bandwidth areas to decrease the time it takes
for their local replicas to synchronize by including only certain items in their local replicas. It is
recommended that users with low bandwidth choose Small, or select Custom (default is 200 kilobytes).
Users in areas without major bandwidth constraints should choose Large.

o Small: includes only SF44s in local replica
e Medium: includes SF44s and Receipts in local replica
e lLarge: includes SF44s, Receipts, and Images in local replica

e Custom: includes documents equal to or smaller than the entered document size limit, (in
kilobytes) in local replica

2.1.2 CAC (Common Access Card) Workstation Login/Registration

2.1.2.1 CAC Workstation Login

Users now have the option of logging into the 3in1 Workstation with their previously 3inl1-registered
CAC. After the 3in1 Workstation application is opened, and the initial warning screen is accepted, users
will see the Select Client Certificate screen.

To login to the 3inl1 Workstation using a CAC:

1. Ensure that the CACis properly inserted into the card reader.

2. Choose a certificate from the Select Client Certificate screen. Click Select.
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Select Client Certificate

Friendty Name lesued By Expiration Date

[ Password Login ] [ View ] |Online [ Select

Select Client Certificate screen

3. Enter the PIN for the CAC. Click Ok.

ActivClient Login

Actividentity

ActivClient

Please enter your PIM,

PIM e

oK. I Cancel

Enter PIN for CAC

4. In general, a CAC will only be associated with a single 3in1 user. Highlight the user to login to
3in1 with, then click Select.

The selected certfficate is associated with multiple JCCS3n1 users.
Please select the user you would like to use.

KO, Alex (glex ko)
PA, Alex (alex pa)
PBO, Alex (alex pbo)
DA, Mlex (glex.ds

FOO, Alex (alex foo)
RM, Alex [alex.m)

PA, Joseph (joseph pa) /\\

Cancel ’

Select 3in1 User screen

5. You will now be logged into the 3in1 Workstation under the selected user.
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If you do not wish to login to 3in1 with a CAC, simply click the Password Login button at the Select Client
Certificate screen. You can also view certificate details of the selected CAC certificate by clicking the
View button.

By default, the 3inl system defaults the login to “Online” at the Select Client Certificate screen. If you
wish to login to an offline replica with your CAC instead, choose one from the dropdown menu.

Select Client Certificate

Friendly Name lssued By Expiration Date
BRUSKO ANDREW.PAUL.... CN=DOD CA-23, OU=PKI, ... B8/10/2012 753 FM

Password Login ] [ View ] |&ﬁn{
Cnline

[+ [_select

Offline
abrusko1/Integration Cffline
alex.da/Intearation Offline
alex foo/Integration Cffline
alesc ko Integration Offline
foo int/Integration Offline
jason ko/Integration Offline

Login to Offline using CAC

2.1.2.2 CAC Workstation Registration
If your CAC is not yet registered with the 3in1 system (or you need to change your CAC information in
3in1), and you are already registered with the 3in1 system (you have a username/password):

1. Login using your username/password.

2. Upon login, select File, Profile Management, User Profile from the taskbar.

File | SetUp  Device Management Finandal Purcha
Connection Status k

Document Handling

EDA Upload

Profile Management 3 ‘ I Unit Profile

Offline Management b IUser Profile

Register Mew User

Exit

User Profile selection
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3. Ensure your CACis inserted into the card reader and click Change Certificate at the User Profile

screen.

S (=] ¥

[ View Certificate ]
—
@ange Certificate ] >
Reset User
Securty
Roles

Change Certificate option in User Profile

4. Highlight the necessary certificate, then click Select. Enter your CAC PIN if prompted.

Select Client Certificate

Friendly Name |zsued By Expiration Date
BRUSKO AMDREW PAUL.... CN=DOD CA-23, OU=PKI, ... 8A10/2012 753 PM

Cancel View Certficate Select

Change Certificate selection screen

5. Your current CAC information will now be registered with the 3in1 system, allowing you to login
with your CAC in the future.

2.1.3 Financial Administration Enhancements

2.1.3.1 Clearing Cash Advances

Sometimes, it is necessary to make a minor adjustment in order to close out a purchase request. This
can occur when there is a small difference in the cash balance due to currency exchange rates. In order
to alleviate this issue, Release 3.0 brings about the necessity to “clear” a cash advance. If there is a
difference between the actual amount of cash returned, and the amount that the 3in1 system expected
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to be returned, this difference will be automatically reconciled and accounted for in the 3inl system

when clearing a cash advance.
Let’s go through an example to demonstrate this capability.

Below, PR 0004 was issued for 1,000.00 USD. An accompanying Cash Advance for 1,000.00 USD was also
issued, which is shown in the first entry in the Cash Advances table. Entries two and three show that the
1,000 USD Cash Advance was exchanged by the PA for 50,000 Afghani (entry two shows the removal of
the 1,000 USD, entry three shows the issuance of 50,000 Afghani). Notice the exchange rate of 50,
meaning 1 USD = 50 Afghani.

Next, in the Purchases table, notice that an order for 2,500 Afghani (equivalent to 50 USD at the current
exchange rate) was placed by the FOO/PA team. This leaves 47,500 Afghani remaining on the Cash
Advance.

Later, the PA exchanges the 47,500 Afghani for U.S. dollars (shown in entries four and five in the Cash
Advances table). However, the exchange rate has changed since the first exchange. The exchange rate is
now 45, meaning 1 USD = 45 Afghani. When the PA exchanged their 47,500 remaining Afghani, he/she
received 1,055.56 in USD. The system will be expecting a return of 950 USD, but will actually receive a
return of 1,055.56 (shown in entry six in the CAs table), leading to a gain of $105.56 that the 3in1 system
needs to take into consideration.

Purchase Requests
Click to see cash advances. DoubleClick to select a purchase request.

Total
Status E‘;ES:;E Description Date Created Amourt{USD| Expended(L Availzble(Us R;:;fn:r_‘ém xﬁégﬁe{us o Line of Accounting
(USD)
Closed Out PR 0002 Build Supp 3/30/20126:44 PM (0.00 0.00 0.00 0.00000 0.00000 12345 2 2222 8272 22 33333 33333
Open PR 0003 Med Supplies 4742012 1:21PM10.000.00  (0.00 10,000.00 | 0.00000 10.000.00000 | 87 26252 0065 87 82827 27282927,
Cpen PR 0004 Gain PR 4742012311 PM | 1.000.00 50.00 950.00 0.00000 550.00000 22222 2 2222 (000 22 82728 82728,
Cash Advances
Click to see purchases on a cash advance. 3 a cash advance.
Advanced Expended Available
ol LSRN T (P B A =~ S T S s - T (L
Curmrency) Curmrency) {UsD) Cumency) (UsD)
Brusko, Andrew 4/4/2012 314 FPM | 4BB2F Disbursement 1.000.00 usp 1 0.00 0.00 0.00 1.000.00 82 0.00000 O
(Device Onginated)... | 4/4/2012 3:23PM | 4BB2F Exchange 4BB2F -1,000.00 usp 1 0.00 0.00 0.00 -1,000.00 82 0.00000 O
(Device Onginated)... | 4/4/2012 323 FM | 58A25 Exchange 4BB2F 50,000.00 AFN 50 2,500.00 50.00 0.00 1.000.00 TT36 0.00000 O
(Device Onginated)... | 4/4/2012 329 PM | 3BA25 Exchange E ] -47,500.00 AFN 45 0.00 0.00 0.00 -1,055.56 TT36 0.00000 O
(Device Onginated)... | 4/4/2012329PM | 20789 Exchange *;!25 1,055.56 usD 1 0.00 0.00 0.00 1,055.56 TTGE 0.00000 O
Brusko, Andrew 4/4/20124:06 PM | 20789 Retum 789 -1,055.56 usD 1 0.00 0.00 0.00 -1,055.56 TTGE 0.00000 O

FPurchases

Order Order Total Amount Exchg Cur Ordered By Received By | Paying
Date Status PIIN Number Cost Paid Rate Code Person Person Agent Seller Commerts
442012 |Cleared  |67DF3212MAAI0 | 250000 |50.00 5000 AN [AexFOO (AexFOO  |MexPA | AbuWaer Supplies |

As a general rule, before clearing a cash advance, return all leftover funds from that cash advance. Once
all leftover funds from the cash advance are returned, proceed to clearing the cash advance.

Also, it is advisable that the DA clear all cash advances before the RM attempts to close out a purchase
request. The DA can manually clear the variance in a cash advance using the new Clear Cash Advance
button on the Cash Advance window.
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The Clear Cash Advance feature will be available only for “Top Level” disbursement activities. The best
way to spot “Top Level” disbursement activity inside the application is to look “Disbursements” in the
Activity column in the Cash Advances table on the Financial Administration screen. All of the associated

transactions such as Exchanges or Return will be automatically cleared when Disbursements are cleared
by the DA.

1. On the Cash Advance window, click the Clear Cash Advance button.

‘%’ Cash Advance E]@

Cash Advance Details

Maximum Cash Advance Amourt (LISDY):

DDS Cumency Code:
DDS Agent 1D

Site 1D

Cumency:

Exchange Rate:

Advanceable Amournt: (UsSD)

(Foreign)
Cash Advance Amount:

Cash Left:

Adjustment Amount:

0 File(s) | | view Upload Delete
Clear Cash
Advance
Retum Cash

Amount to Retum:

Comments:

Cash Advance window

2. The Workstation calculates the amount of the adjustment that is required, then displays the
following message.

Clear Cash Advance

9 Cash Left amount from all purchases, returns, and exchanges is not zero, If you stil have some cash you haven't returned yet, please dick Cancel now and return the
*-‘/ cash first before trying to dear this cash advance. Otherwise, would you like to authorize an adjustment amount of -58.82353 in order to dear this cash advance?

I OK H Cancel ]

Clear Cash Advance with adjustment

At this point, if you determine that you need to return some cash before clearing this cash

advance, click the Cancel button and use the Return Cash feature, then go back to step 1
and try to clear the cash advance again.
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— The other option is to click OK, which means that you authorize the Workstation to enter
the value shown in the message in the Adjustment Amount field for the cash advance, and
then clear the cash advance.

If the RM attempts to close a PR using the Close PR button on the Purchase Request Administration
window, and some of the associated cash advances have not yet been cleared, the 3inl system will
request to “force” clear them.

Click OK to authorize an adjustment in the amount shown in the message below and clear the cash
advance.

Clear Cash Advances

<? In order to cose this PR all its cash advances must be deared. If you stil have some cash you haven't returned yet, please dick Cancel now and return the cash first
*3'/ before trying to dose this PR. Otherwise, would you like to authorize adjustment amount(s) of: -84.00000 for seq# " to dear the cash advances for this PR now?

l OK. H Cancel ]

Clear Cash Advances Dialog Box — Adjustment Required

If the RM attempts to close a PR without first decommitting the remaining funds, the 3in1 system will
request to “force” the closeout through PO and CA adjustments. Clicking Yes will force the closeout of
the PR.

Close Purchase Request

9 Would you like to authorize a purchase order adjustment amount of 5,648.00000 and a cash advance adjustment amount of 5,505. 17647 in order to dose this purchase
‘-—‘/ request? If not, please decommit PR Amount to ZERO and try again.

Close PR Dialog Box

The other option is to click No and then use the Decommit Funds button to decommit the remaining
funds from the PR and select Close PR again. It is recommended that the remaining PR funds be

decommitted before closing out a PR.

To decommit a PR and then close it, select Decommit PR from the Purchase Request Admin window.
Enter the remaining amount to decommit, check the Closeout PR checkbox, then click Decommit Funds.
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o5 Decommit Purchase Request E]@
Furchase Reguest fo Decommit
PRz
De=cription:
PR Amount:
Available Amount: (USD)
Amount to Decommit: 550518 (USD)

Closeout Purchase Request

[ Decommit Funds

Decommit PR w/Closeout PR selected window

To recap, the recommended sequence of events regarding the reconciliation of funds for a PR in the

3inl system is as follows:

w N e

4.

Return all available cash for all cash advances associated to the PR
Clear all cash advances associated to the PR
Decommit remaining PR funds

Closeout PR

Related to this, the cash advance adjustments are displayed only on the Workstation screens. They do

not affect the original purchase request nor are they displayed on the printed SF44.

In the Purchase Request Administration window, the new Cash Advance Adjustment and PO Adjustment

fields display any adjustments made to the purchase request.
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Purchase Request Details

Assign to

Purchase Request Number

Description

ServiceQrganization

Line Of Accounting

Finance Type

Melo, Chris

W28K87-2358-1203

Materials for RDC

Army

-

v Purchase Request Administraﬁo_

<

2112020 .0000 8A 2084 P135197.00000 25EB 83
49AF W912E511399950 49AF 83 509076

Cash -

Amount (USD) =000
PO Adjustment Amount 0.00
Cash Advance Adj Amt $3.00
Purchase Request Maintenance
[CanceIF’R] I Decommit PR ] I Increase PR ] I Close PR
| AddCashAdvance | | EditPR |

OFile(s) | -] [ Ve ] [ Upload ] lDeIetel

l Exit Purchase Request Admin l

-

Purchase Request Administration Window — New PO and Cash Advance Adjustment Amounts

2.1.3.2 New Data Columns on the Financial Administration Window

Additional data columns have been added to the Purchase Requests and Cash Advances sections of the
Financial Administration window. The Purchase Requests section now displays available funds by
purchase request, as well as disbursement adjustments and adjusted available amounts in USD.

Financial User

Selected Financial User:

Purchase Reque

sts

Select a Field Ordering Officer
or Paying Agent

Click to see cash advances. Double-Click to select a purchase request .

Purchase

Total Disbursement

Adjusted

Financial Administration Window — Purchase Requests Section

Status Request Description Date Created Amourt{LUSD) Expended{USD) | Availzble{USD) Adiustments (USD) Avalable{USD) Line of Accounting
Open PR 0001 Gen. Supp 3/27/2012 229PM | 10,000.00 4,352.00 5.648.00 0.00000 5,648.00000 2217262 0000 22 72627 28262939272928,
Closed Out PR 0002 Build Supp 3/30/20126:44 PM | 0.00 0.00 0.00 0.00000 0.00000 1234522222 8372 22 33333 33333333333,

New data columns in Cash Advances section show available cash by disbursement so user knows how
much to return; action dates; and authorized adjustment amounts.
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Cash Advances
Click to see on a cash advance. Double-Click to select a cash advance.
Financial Officer Date Created D ctivity Linked To A?n?uﬁﬂnca\ Ezge E;:g E‘foeuﬁelﬁoca\ mr:m mi:bc‘i:;"nwd xﬂmﬂsm EUDFE ﬁsggﬁ (Cleared

Cumency) Cumency) {USD) :

DA, Alex 3/28/2012413PM | 3C1CD Disbursement 250000 usD 1 231600 231600 8400 250000 5 0.00000 O
DA, Alex 330/2012722PM | 3C1CD Retum I -10000 uso 1 0oo 0om 0.00 -100.00 5 0.00000 O
(Device Onginated) .. |4/3/2012530PM  |530C2 Exchange BeC42 150.000.00 AN 50 0on 00 150.000.00 3000.00 k) 0.00000 O
Brusko, Andrew 3/30/2012643PM | 7EFEG Disbursement 100.000.00 AN 50 100.000.00 200000 0.00 200000 u 0.00000 O
Brusko, Andrew 4/3/2M2521PN | BECA2 Disbursement 3000 usD 1 0on 0om 0.00 3000.00 7 0.00000 O
(Device Onginated) .. |4/3/20129:30PM | BAC4Z Exchange BEc42 -3,000.00 usD 1 000 00 0.00 -3,000.00 T 0.00000 O
Brusko, Andrew Y27/2012231PM |ED15C Disbursement 5,000.00 UsD 1 3600 36.00 0.00 5,000.00 n 0.00000
DA, Alex 3/30/2012717PM  |ED15C Retum EDISC 4.564.00 usD 1 000 000 0.00 -4.564.00 b4 0.00000

Financial Administration Window — Cash Advances Section

The Linked To column in the Cash Advances section is used to identify the cash advance associated with

subsequent exchanges/returns that are made. A cash advance exchange is equivalent to returning a

cash advance in one currency, and adding a cash advance for the same amount in a different currency;

also, one of the currencies involved is USD. Each cash advance is assigned an ID. The Linked To column

identifies the ID of the cash advance associated with subsequent returns/exchanges.

2.1.4 Enhanced DDS Interface Support

2.1.4.1 Editing a Cash Advance

If a mistake was made entering the DDS Agent ID or Site ID for a cash advance, it is possible to edit these
fields by using the Edit button on the Cash Advance window.

'?- Cash Advance

P =1[<]

Cash Advance Details

Mandmum Cash Advance Amount (USDY):

DDS Cumency Code
DDS Agent 1D:
Site 1D:

Cumeney:

Bxchange Rate:

Advanceable Amount

Cash Advance Amount:
Cash Left:

Adiustment Amourt:

(USD)

(Foreign)

[ores |
e
Retum Cash
Amourt to Retum
Comments:
Editing a Cash Advance
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2.1.4.2 Support for Marine Corps

Support has been added for Marine Corps orders. On the Purchase Request window, it is possible to
select a Service Organization (Army, Navy or Marine) and the appropriate Line of Accounting fields
display for the selected Service Organization (once the Add button is clicked).

Service Organization [Marine) L:]
Line Of Accounting

Armﬁ

MNawy

[7] Add Other LOA

New Service Organization Field on Purchase Request Window

ol Marine's Line Of Accounting Form E]@

ACRN:

Department:

Fizcal YWear:

Basic Appropriation Symbol:

Subhead:

Object Class:

Bureau Control Number/Cperating Budget:

Sub Alletment:

Authorization Accounting Activity:

Transaction Tvpe:
Property Account Activity:

Cost Code:
Standard Document:

Line of Accounting Form for Marine Corps

Definition of each Marine LoA field:
e ACRN: Two-digit Accounting Classification Reference Number

e Department: two-digit numeric code that identifies the military department or government
entity receiving the appropriation

e Fiscal year: One-digit numeric code that designates the year funds are available for obligation

e Basic Appropriation Symbol: Four-digit number that identifies the type of funds used
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e Subhead: Four-digit number that identifies a subdivision of funds used that restricts the
amount, or use of funds for a certain purpose, or identifies sub-elements within the account for
management purposes

o Object Class: Three-digit number that classifies transactions according to the nature of goods
procured or services performed rather than their purpose

e Bureau Control Number/Operating Budget: Five-digit number that identifies operating budget

holder, allotment, or organization having responsibility for managing a program

e Sub Allotment: One-digit number that denotes a further breakdown of the Bureau Control
Number/Operating Budget at the Funds Administering Activity

e Authorization Accounting Activity: Six-digit alphanumeric code that identifies the activity which
is responsible for performing the official accounting and reporting for the funds

e Transaction Type: Two-digit number that classifies transactions by type (i.e. travel advances,
progress payments)

e Property Account Activity: Six-digit number that identifies the budget program activity (N for
Navy) and the Customer Indicator (Activity UIC)

e Cost Code: Up to twelve digits, represents the cost code

e Standard Document number: Standard document number

When the Disbursing Agent uses the DDS Extract feature, purchase orders created in 3inl are uploaded
to DDS for payment processing and assigning voucher numbers, for either the Army or Marine Corps
system. The system uses the DSSN of the associated Finance Office to determine whether the extract is
for the Army or Marine Corps.

2.1.5 Dashboard for RMs, FOOs and PAs; Revised Dashboard for KOs and DAs

In the previous release, the Dashboard feature was available for Contracting Officers and Disbursing
Agents only. Their dashboards have been updated, and now Resource Managers, Field Ordering Officers,
and Paying Agents also view a Dashboard when they log into the Workstation. All Dashboards are
customized for each role and user.

To update the Dashboard at any time, click the Refresh button in the bottom left corner. You may leave
the Dashboard open while accessing other areas of the program using the menu bar. To close the
Dashboard, click the Close button in the bottom right corner. To re-open the Dashboard, select File,
Dashboard.

Displaying the Dashboard is a configurable option. To change this setting, go to File, Profile
Management, User Profile.
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ADR: | Alex Test AOR
Office: | RCC Alex
Unit: Unit Mlex 76

Units Managed: 1
Monday, April 02, 2012

Notifications: (click to select)

1 FOOs have responded to yourflag
3 Orders are pending approval

Welcome Alex KO!

FOO Managed 2
Local Time: 3:25 PM

- Last synchronized on 3/25/2012 &t 5:33 PM

Hot Links: (click to select)

FOO/Device Set Up Links*
Approve User Role

Input cintment Date

Approve Device Based Cash Advances

Upload User Appointment Letter
Add Unit to Office Service List
Setup Device

Administrative Links

Clear Order

View Order Details

Mass PlINs Issuance

Update User Profile Information
FOO roval/ Temination

“New Device must be activated for use with the 3in1 system under Device Manage Menu

Report Links

Clearance Information ort

Purchase Log

RCC Activi ort

Active FOO ort

FOO Provisionin ort

Procurement Conttrol Report

D isioned/ Temmination FOO Report
Mass SF44 Download

Print/Display SF44

Finance Office Funds Irformation
Offline Management Links

L] Start Synchronization Session

L] Start New Replica Creation

L] Change Auto-Sync and Document Size Settings

L]
-
.
[ ]
[ ]
.
[ ]
]
.
[ ]
[ ]
[ ]
.

Close

Dashboard for Contracting Officers

oE

Notifications: {click to select)

L]
L]

ADR: | Alex Test AOR
Office: | Alex Test AOR
Urit: Unit Alex 76

Monday, April 0Z, 2012

1 FOOs have responded to your flag
2 FOO orders are pending approval

Welcome Alex RM!

Local Time: 2:58 PM

- 1 PAs have responded to your flag

Hot Links: (click to select)

Set Up Links
Input an Appoirtment Date ional

Approve Device Based Cash Advances

Upload Purchase uest Document

Add a Unit to be Supported by an Office

Load Purchase Request Information into 3in1 Tool

Increase or De-Commit Funding on a Loaded PR
Administrative Links

Edtt or Close Out a Purchase Reauest

Clear Field Ordering Officer/Paying Agent’s Orders
Update User Profile Information

Approve or Terminate a Paying Agert

Report Links
Clearance Information Report
Purchase Log

Accounting Log

Mass SF44 Download

Print /Display SF44

Finance Office Funds Information
Property Purchase Log

Offline Management Links
L ] Start Synchronization Session
L ] Start New Replica Creation
L ] Change Auto-Sync and Documert Size Settings

Close

Dashboard for Resource Managers
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¥ Dashboard

- 1 Orders are pending approval - Last synchronized on 3/29/2012 &t 5:33 PM
- 1 PAs with less than 10% cash available
Set Up Links Report Links
L] Input P'A Appointment Date ®  Clearance Information Report
@®  Approve Device Based Cash Advances ®  Purchase Log
L] Upload Appointment Documerts ®  Accounting Log
L Add a New Unit to Office Service List L] RCC Acti ort
@®  Add Cash Advance @  Active Figld Ordering Officer/Paying Agent Report
[ ] Mass SF44 Download
Administrative Links ®  Prnt/Display SF44
@  Retum Cash and Clear Cash Advance @  Finance Office Funds Information
@  View Order Details/Input Voucher Numbers Manualhy
L Update User Profile Information
@®  Approve or Teminate Paving Agent Access Offline Management Links
L Export File to DDS L] Start Synchronization Session
L] Import Woucher Number File from DDS @  Start New Replica Creation
®  Change Auto-Sync and Document Size Settings

Welcome Alexc DA!

ACR Alex Test AOR
Office: | Alex Finance Office
Unit Unit Alex 76
PA Managed: 1
Monday, April 02, 2012 Local Time: 3:21 PM

Notifications: (click to select)

Close

¥ Dashboard

Dashboard for Disbursing Agents

Welcome Alex FOO!
AOR:  |Alex Test AOR
Office:  |RCC Alex
Unit: Unit Alex 76
Monday. Aprl 02, 2012 Local Time: 3:34 PM
Notifications: {click to select)
] 5 Orders are pending approval - 3 Orders cleared through all clearance levels

Hot Links: (click to select)

Administrative Links Report Links

@  Add Manual Purchase Order L] Clearance Information ort
[ ] Upload SF44 Approval Documents and View SF44 L] Purchase Log
L Approve Orders for Clearance L ] Accounting Log
[ ] Upload Scanned Copy of SF44 L] FOO Provisionin ort
L Updste User Profile Information L Mass SF44 Download
L Creste Shopping List for Device L] Print/Display SF44
L]

Property Purchase Log

Offline Management Links
L ] Start Synchronization Session
L] Start Mew lica Creation
L] Change Auto-Sync and Document Size Settings

Close

Dashboard for Field Ordering Officers
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v Dashboard

Notifications: (click to select)

L]

AOR:  |Alex Test AOR

Office:  |Alex Finance Office

Unit: Unit Alex 76

Monday, April 02, 2012

5 Orders are pending approval

Welcome Alex PA!

Local Time: 3:37 PM

o

3 Orders cleared through all clearance levels

Administrative Links
Add Manual Purchase Order
Upload SF44 Approval Documents and View SF44

Upload Scanned Copy of SF44
Update User Profile Information

L B B BN B N

Hot Links: (click to select)

Report Links

Clearance Information Report
Purchase Log

Accounting Log

FOO Provisioning Report
Mass SF44 Download
Print/Display SF44

Property Purchase Log

Offline Management Links

Start Synchronization Session

Start New Replica Creation

Change Auto-Sync and Document Size Settings

Close

Dashboard for Paying Agents

The Hot Links section provides clickable shortcuts to frequently used Workstation features. For

example, click View Order Details in the Administrative Links section to go directly to the Purchase

Order window.

Review the Notifications section for recent updates, such as the number of FOOs who have responded

to clearance flags or the number of orders pending approval. Notifications also exist to alert when a FOO

is close to running out of available PIINs and when a PA is running out of available cash. Click a

notification to go directly to a summary screen, which will allow the notification to be properly

addressed.

The following screen shows a number of pending orders for a FOO. The FOO can select a row in the
table, then click the Open Selected PIIN button to go to the purchase order.
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e — N
W 1CC5 3n1 Workstation Control Center - [View PIIN] — - - =8| X
| B File SetUp Device Management Financial Purchase Order Reports / Extracts Help -8 X
@ Pending (") Flagged (") Disapproved () Cleared () Cancelled ) Al Open Selected PN
Purchases
Order Total Amount Currency Date Date Clearance
HHININLsber) Date Cost Paid Code Clasred Cleared Cancelled o fcolled  Staws
N3654A12WEBFO1 2/142012 8000000 800.0000 usD Pending
N3B54ATZWEFO1 2/142012 800.0000 800.0000 usD Pending
N3B54ATZWEBFO1 27142012 800.0000 800.0000 usD Pending
N3B54ATZWEBFO1 27142012 800.0000 800.0000 usD Pending
N3B54AT2WEBFO1 27142012 800.0000 800.0000 usD Pending

Integration Online Winslow, Dan (dwinslow)

S

FOO Pending Orders Screen

2.1.6 Workstation Menu Changes

The Workstation main menu has been re-organized for improved usability. The availability of some
features remains role-dependent.

File Menu: '| File | SetUp Device Manage

Connection Status 3

| Dashboard I

Document Handling

EDA Upload

Offline Management  »

Profile Management  »

Register New User

Exit
Set Up Menu (Previously - n1 Workstation Control Center - [Dashboarc] N
called “AOR": Set Up | Device Management Financial Purc

AOR Administration

AQCR/RCC Procurement Control Policies
Manage User Roles

RCC Default Clearance Administration
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Device Management
Menu:

Financial Menu:

Purchase Order Menu:

Reports Menu:

Device Management | Financial

Approve Devices
Provision Device

Issue Mass PIIN Blocks
Rebind Device

Financial | Purchase Order Rept

Financial Administration
Add Purchase Reguest
DDS »

Purchase Order | Reports / Extracts

Clear Purchase Order
Lookup Purchase Order
Shopping List Administration

Reports / Extracts | Help

Accounting Log
Purchase Log
Property Purchase Log
Mass Download SF44
SF44 Report

Clearance Information
Active FOO Report
RCC Activity Report

FOO Provisioning Report
Procurement Controls Report
Finance Office Funds Report

Device Log Report

Deprovisioned/Terminated FOO Report

2.1.7 User Management Enhancements

2.1.7.1 User Profile Management — New Settings

The User Profile window provides a new Change Certificate button that is used to select a different

signing certificate for a user (See section 2.1.2 CAC (Common Access Card) Workstation

Login/Registration). The new Roles button opens the Manage User Roles window which enables viewing

and/or editing the roles assigned to a user.

To display the Dashboard upon user login, mark the Load Dashboard on Start checkbox. Leave it

unmarked to display only the Workstation main menu. Dashboards display status messages and
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clickable shortcut links for users who have the role of Contracting Officer (KO), Field Ordering Officer
(FOO), Paying Agent (PA), Disbursing Agent (DA), or Resource Manager (RM).

The new Data Synchronization settings determine how data on a user’s computer is synchronized with
the 3inl prime database, in the event that the user works offline and later returns to work online. See
section 2.1.1.2 Data Synchronization Settings for a breakdown of the new features.

-
v JCCS 3n1 Workstation Control Center - [User Profile QE
o File SetUp Device Management Financial Purchase Order Reports/ Extracts Help - 5 X
Username - - ;
jbamett View Certificate
First N
rstivame Jude Change Certificate
Middle Name Lynn
LastM
Phone Number 703-523-2465
e |
Email jbamett@bdsu.com
I
H
1 ["] Receive Email Nofifications [] sync On Start
I [] Sync On Exit
I ["] Load Dashboard On Start
||
Document Sync Size Limit (These settings affectwhich documents are included in your local replica. Use the Small setting if you are
I working in an environment where there is low available bandwidth...)
I
| () Small (SF44s) () Medium (SF44s & Receipts) (@) Large (SF44s, Receipts & Images) () Custom

User Profile Window

2.1.7.2 Changing User Roles and Office Assignments

The Manage User Roles window provides a new Edit button that allows KOs to edit a user’s role and/or
office assignment.

2.1.8 New Service Organization Field on Purchase Requests

On the Add Purchase Request window, the new Service Organization field enables selecting Army, Navy
or Marine and entering the appropriate Line of Accounting fields, as explained earlier in section 2.1.4
Enhanced DDS Interface Support.

2.1.9 Clearance Screen Enhancements

The RM/DA can now select orders for either a FOO or PA.
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— —_— —

MCCS 3n1 Workstation Control Center - [Clear Purchase Order]

W File SetUp Device Management Financial Purchase Order Reports / Extracts Help

@ Paying Agent ([ FOO |Ch|ral‘ Paz (1) v| Filter POs by Status ‘AII v|

“ Office |Fmance Officer at Disbursing-Djibouti DSSN v| Unit ‘A” (1) v|

Clear Purchase Order Window for RM/DA

For other roles, the selection fields at the top of the Clear Purchase Order window have been rearranged
for improved usability.

— —_— —

MCCS 3n1 Workstation Control Center - [Clear Purchase Order]

W File SetUp Device Management Financial Purchase Order Reports/ Extracts Help

Office IContrachng Officer at CCO-Djibouti v] Unit |AH o = ‘
Filter POs by Status
Field Ordering Officer [Dan Winslow v] |AH v ‘

Clear Purchase Order Window for KO, FOO, Reviewer

2.1.10 Add or Edit Clearance to Purchase Orders

Two new options added to the FOO Responses and Clearance Status tab, on the Purchase Order screen,
can be used by a KO or system administrator to add a new clearance level or edit a selected clearance

level.
‘Q‘ Lookup Purchase Order : --E :
PINNumber  N3G54A12WEBFO1 View Mode
Purchase Order | Purchase Items‘ FOO Respanses and Clearance Status |S\gnatures‘ Messages. Misc
Elearance Date Gt Lot Role Status Comment

Order Name Name

AR £/12/2012 441 PM [Shan Wong Contracting Officer 2t RCC BTA |FLAG

I Add New Clearance Level I I EditSelected Clearance Level Move to Next Clearance Level
Waiting for Clearance
Clearance Clearance - - - i _
Order T ‘Waiting On ‘Waiting Since Waittime Reviewed By

Data Integrity Verified

FOO Responses and Clearance Status Tab

The top table on this tab includes a new Clearance Order column, which lists the clearance levels that
have reviewed the PO. The other columns provide information on the reviewer and the status. In the
figure above, the first level (1) reviewer has flagged the PO. The second table, Waiting for Clearance,

identifies the next level(s) of reviewer(s) waiting to review the PO.

Add New Clearance Level

Click the Add New Clearance Level button to add a reviewer for the PO. The Purchase Order Clearance
window is displayed. Select the Clearance Type, AOR, Role and Order for the new reviewer. Click the
Save button.
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=
' Purchase Order Clearance
| c—

Clearance Configuration Details

Clearance Type [Oiﬁce.lRoie - ]
AOR |BTA TestAOR ~|
Role [Resource Manager - ]

Clearance Order 3|

Cancel

The new reviewer is added to the Waiting for Clearance table.

I Add New Clearance Level I [ Edit Selected Clearance Level ] | Move to Next Clearance Level

Waiting for Clearance

Clearance Clearance
Order Type

Office/Role FinanceOfficer at FMD BTA 0

Waiting On Waiting Since Waittime Reviewed By

2

Edit Selected Clearance Level

If it is necessary to change a clearance level, click the Edit Selected Clearance Level button. On the
Purchase Order Clearance window, change any of the fields and then click the Save button.

2.1.11 Shopping List Administration for FOOs

FOOs can create and manage shopping lists on the Workstation Purchase Order | Reports / Extracts  Help
Add Purchase Order...

Clear Purchase Order

now, in addition to using the handheld device. Shopping lists on
the Workstation and device are synchronized. Other roles can view

Lookup Purchase Order

the shopping lists on the Workstation. Shopping Lists are available Shopping List Administration

on the Purchase Order menu.
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: o
Shopping Lists
.Click to see line items. Double-Click to select a shopping list

Office Supplies

Add a New Shopping List Add a New Line ltem ]

Shopping ListLine ltems
.Double-Click to select a shopping list line item

Unit Of

Description Measure

Quantity

Box

Shopping List Administration Window

2.1.12 Re-Activating FOOs
FOOs who have been deactivated, but not removed altogether from the Workstation, may be
reactivated on the Provision Device window.
1. Onthe Provision Device window, mark the Show Inactive Provisions checkbox to display
inactive FOOs who were at one time provisioned to the selected device.

2. Select the FOO name, then click the Reactivate button. This action will mark the Active check
box beside the reactivated FOO name.
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| ¥ JCCS 3n1 Workstation

¥ Ffile SetUp Device Management Financial Purchase Order Reports / Extracts Help

Provision Device

Select Device

Selectan Area of Responsibility(AOR) Select a Contracting Office
CJTF-HOA - ] CCO-Djibouti - ]
Device  354114012920246 Search Show Inactive Provisions [v]
Provisions

FOO
neely. nicky

Expedient Purchases

Provision Device Window — Reactivate a FOO

The reactivation action is stored in a message queue which is transmitted to the device the next time is
it powered on. After receiving the message, the device adds the FOO to the list of FOOs who can log on

to the device.

2.1.13 Device Information on the Device Management Window

The Device Management window provides new information that is transmitted from the device:

Operating System (OS) Version, Application Version, G&D Chip Serial Number, G&D Software Version,

and Last Ping Date.

JCCS 3nl Workstation Control

enter - [Device

Vianagement,

W File SetUp Device Management Financial Purchase Order Reports / Extracts  Help

=]

Manage Device

SelectDevice

Approved 7|

|Selec‘l|

[¥] Enable GSM Radio

[] Enable WiFi Radio

085 Version r2z_p5

Application Version 258

G&D Chip Senal Number

G&D Chip Software Version

Last Ping Date

Close

2/23/2012 3:56:30 PM

Save

Integration Online KO, Training (training.ko)

Device Management
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2.1.14 Reports
e The new Device Log report is used to troubleshoot problems with the device.
e The Accounting Log, Property Purchase Log, and Purchase Log reports now display two
characters in the Unit of Measure column.

2.1.15 Web-Based Features

Users can now access 3inl web-based reporting and clearance features.

2.1.15.1 Web-Based User Registration

Updates to web-based 3in1 user registration enable new users to register in 3inl. After authenticating
to the JCCS web-server using their CAC, users select 3inl from the Quick Links drop-down list. They then

select New User and complete the registration screens, which are identical to those in the standard
Workstation version.

3IN1 Login Page -

@) httpsi/fjces.bta.mil/2INL/Login.aspx

i Favorites ‘gg -

@ Secure Access VPN Portal .. | & 3IN1 Login Page x| |

ney Services

Quick Links [~ Headlines and Notifications
Links - Jocs Attention: ALL USERS o
FAQS r 11/08/2011 =
Usernam =
AGATRS Training Site For A\TL JCCS support inguiries, please contact the JCCS Support U
Password Team:
AGATRS User Guide ES
JCCS User Guide Foreotp: " * CONUS Helpdesk
-argot Password?

JCCS/AGATRS Email Helpdesk Change Passward

Jjccs i -
3in1 Download Page r w“_wunM
3inl Email Helpdesk

JCCS Web Enhancements Live!
Register CAC

Enhancements to the following areas of the JCCS Website have bee
New User? E released:

* Solicitations and Responses
* Vendor Registration
* Vendor Vetting

This website upgrade does not require any user actions.
For additional support, please contact the JCCS Support Team:

+ OCONUS Helpdesk
* CONUS Helpdesk

r ALL USERS Attention: PROCESS CHANGE
09/01/2011

The JCCS database has been updated to include NATO Commercial
and Governmental Entity (NCAGE) Codes to registered Host Nation
] , ]

New users can register within JCCS

After a successful registration, users can log in to 3in1 via the JCCS web server, using their username and
password, and access web-based reports or clearance.
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Joint Contracting and

Quick Links =} H
Links T ——————
vsername T

FAQS
AGATRS User Guide 5
JCCS User Guide

JCCS/AGATRS Email Helpdesk

Forgot Password?

ws Internet rer

ces.bta.mil/3INL/Reports/Accountinglog.aspx ~ &[4 | x [|*4 Googic

8 Secure Access VPN Portal ... | € Accounting Log

Welcome Alex KO!

Main Menu (click below to clear purchase order, choose a report to print, or logout):
Clear Purchase Order | Reports | Logout

AOR Alex Test AOR Office Alex Finance Office Run Report

CEWLLEGELTE PA, Alex E

=Y M1 =Sl \"V e dnesday. February 01, 2012 L St MDENEY Vednesday, February 29, 2012 [

3in1 Main Menu - Users can access Reports and Clear Purchase Orders

2.1.15.2 Web-Based Reporting

Workstation reports can be generated from within JCSS. After logging in to 3in1 within JCCS, users can
select Reports from the menu, then select a specific report.

Reports/AccountingLog.aspx

T Favorites |23 |+ | @& Secure Access VBN Portal ... | €8 Accounting Log

AOR Alex Tast AOR [~
paying agen: | EEEEENEY
==Ll sEL<-S Thursday, March 01, 2012 =

—
01,2012 |

3in1 Web-based Reports Menu

Users fill in the report parameters, which are exactly the same as the standard Workstation version,
then click the Run Report button. The report displays either directly in Excel or in a browser, depending
on the report type. Refer to the Reports lesson in the 3inl Training Guides for more information.
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‘& Accounting Log - Windows Internet Explurer
) = | &) https://jces bta.mil 31N Reports/Accountinglog.aspr - ﬂ 43| % [[|*9 Google

¢ Favorites |05 - | @ Secure Access VPN Portal ... | @ Accounting Log

Welcome Alex KO!

Main Menu (click below to clear purchase order, choose a report to print, or logout):

Clear Purchase Order | | Logout

AOR Alex Test AOR -] (TN /o< Financs Ofice |~
Paying Agent [SRME3Y E|
LN DELI \Vednesday, February 01, 2012 | SWUINEIEY VWednesday, February 29, 2012 L

Accounting Log Report Parameters

2.1.15.3 Web-Based Clearance

When users log in to the web-based 3in1 system, the Clear Purchase Orders screen is displayed by
default. To view purchase orders in their queue, users select an Office, Unit, FOO, and Status Filter.
When they click the Refresh button, the clearance items are updated.

i Faverites |00~ | @8 Secure Access VPN Portal ... | @ Clear Purchase Order

Welcome FOO MANAGER!

Main Menu (click below to clear purchase order, choose a report to print. or logout):

Clear Purchase Order | | Logout

UICBTA - BTA Unit (16)

m

Page1234

1 I [ i Paid lcv'd L . PRB [
02i02/2012 WAZXYZ12MAJ03 Pentagon Supplies 15.00 USD Yes Yes WERGS7 5765.00 USD
Item Description Unit Price Quantity Unit Total Price PBI Pending © Approve ® Disapprove © Flagfor Review
Bolts. 15.00 USD 1 BG 15.00 USD

0 File(s) E| | Upload |

S % coten @p— g View SF4d | [ View Scanned PREC
B
¥ Comments Clr Status/Comments Cash Advance
123132

it [ o1 it Paid Rovd  |PF b PR Balan
02/06/2012 W12XYZ12MAJ0S Pentagon Supplies 2250 USD Yes Yes FD345 6977.50 USD
Item Description Unit Price Quantity Unit Total Price PBI Pending Approve @ Disapprove Flag for Review
SHIPPING 2.50UsD 1 Lo 250 USD

o Filets) [+] [ Uplozd |
Whesls 2000 USD 1 BX 20.00 USD
. View SF44 | | View Scanned PR&C

Received el Comments Clr Status/Comments Cash Advance
By eler:
556

Clear Purchase Orders Screen

Users can review and approve clearance as they do using the standard Workstation version. The web
site displays an acknowledgement message, shown below and the order is removed from the user’s
clearance queue. For other order status changes, such as flagging or disapproving an order, the web site
also displays a message confirming an acknowledgment of the change.
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r Iy
Message from webpage u

/ I\ Changes made to 1 record(s) have been saved to database.

I

Web Site Acknowledges Approval of a Purchase Order on the Clearance Screen
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Documented in Role-Based 3in1 Training Manual

New Workstation Feature FOO/PA Contracting Officer RM/DA Reviewer
Enhanced Offline Capabilities | Module 3: Application Module 5: Managing 3in1 Module 3: Application Module 3: Application
Familiarization, Lesson 2: Workstation Users, Lesson 2: Familiarization, Lesson 3: Familiarization, Lesson 3:
Managing User Account Managing User Roles & Managing User Account Managing User Account
Information ; Lesson 6: Accounts Information Information

Device & Workstation Direct
Data Exchange

Module 13: Updating Financial
and Procurement Information,
Lesson 3: Device & Workstation
Direct Data Exchange

CAC Workstation Module 3: Application Module 3: Application Module 3: Application Module 3: Application
Login/Registration Familiarization, Lesson 1: Familiarization, Lesson 1: Familiarization, Lesson 1: Familiarization, Lesson 1:
Navigating the 3in1 Navigating the 3in1 Navigating the 3in1 Navigating the 3in1
Workstation Application Workstation Application Workstation Application Workstation Application
Financial Administration Module 8: Viewing Purchase | Module 13: Updating Financial | Module 9: Updating N/A

Enhancements

Requests, Cash Advances &
Purchases on the
Workstation, Lesson 1:
Viewing Financial
Information

and Procurement Information, Financial Information,
Lesson 1: Updating Purchase Lesson 1: Updating
Requests and Cash Advances Purchase Requests

Enhanced DDS Interface
Support

N/A

Module 7: Activating Devices Module 4: Issuing Purchase | N/A

for FOO/PA Teams, Lesson 1: Requests & Cash Advances,
Provisioning Devices Lesson 2: Adding PRs from
Module 13: Updating Financial the Workstation

& Procurement Information, Module 9: Updating
Lesson 1: Updating PRs & Cash | Financial Information,
Advances Lesson 1: Updating

Purchase Requests

Dashboards for RMs,
FOOs/PAs

Module 3: Application
Familiarization, Lesson 1:
Navigating the 3in1

N/A Module 3: Application N/A
Familiarization, Lesson 1:
Navigating the 3in1
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New Workstation Feature FOO/PA Contracting Officer RM/DA Reviewer
Workstation Application Workstation Application

Workstation Menu Changes

Throughout the manual

Throughout the manual

Throughout the manual

Throughout the manual

User Management
Enhancements

Module 3: Application
Familiarization, Lesson 2:
Managing User Account
Information

Module 5: Managing 3in1
Workstation Users, Lesson 2:
Managing User Roles &
Accounts

Module 3: Application
Familiarization, Lesson 3:
Managing User Account
Information

Module 3: Application
Familiarization, Lesson 3:
Managing User Account
Information

Purchase Request
Enhancements

N/A

Module 7: Activating Devices
for FOO/PA Teams, Lesson 1:
Provisioning Devices from the
Workstation

Module 4: Issuing Purchase
Requests & Cash Advances,
Lesson 2: Adding PRs from
the Workstation

N/A

Clearance Screen
Enhancements

Module 9: Clearing Purchase
Orders, Lesson 1: Clearing
Orders from the Workstation

Module 11: Clearing Purchase
Orders, Lesson 1: Clearing
Orders from the Workstation

Module 7: Clearing
Purchase Order, Lesson 1:
Clearing Orders from the
Workstation

Module 5: Clearing
Purchase Orders, Lesson
1: Clearing Orders from
the Workstation

Add or Edit Clearance to N/A Module 10: Managing POs on N/A N/A
Purchase Orders the Workstation, Lesson 1:
Looking Up and Completing
Purchase Orders
Workstation Shopping List Module 6: Ordering and Module 8: The Ordering N/A N/A
Administration Financial Features on the Process, Lesson 1: Making a
Device, Lesson 1: Shopping Purchase
Lists on the Device and
Workstation
Re-Activating FOOs N/A Module 12: Post-Clearance N/A N/A
Operation, Lesson 2:
Deactivate/Reactivate
FOOs/PAs from Devices &
Workstation
Device Information on the N/A Module 4: Registering New N/A N/A
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Documented in Role-Based 3in1 Training Manual

New Workstation Feature FOO/PA Contracting Officer RM/DA Reviewer
Device Management Window Devices, Lesson 1: Registering
& Approving New Devices
Report Enhancements Module 12: Reporting from Module 14: Reporting from the | Module 10: Reporting from | Module 6: Reporting from
the Workstation, Lesson 1: Workstation, Lesson 1: the Workstation, Lesson 1: the Workstation, Lesson
Generating Reports Generating Reports Generating Reports 1: Generating Reports
Web-Based Features Module 2: Hardware Module 5: Managing 3in1 Module 2: Application Module 2: Application
/Application Setup, Lesson 1: | Workstation Users, Lesson 1: Setup, Lesson 1: Registering | Setup, Lesson 1:
Registering New Users Registering New Users New Users Registering New Users
Module 9: Clearing Purchase | Module 11: Clearing Purchase Module 7: Clearing Module 5: Clearing
Orders, Lesson 1: Clearing Orders, Lesson 1: Clearing Purchase Orders, Lesson 1: Purchase Orders, Lesson
Orders from the Workstation | Orders from the Workstation Clearing Orders from the 1: Clearing Orders from
Module 12: Reporting from Module 14: Reporting from the | Workstation the Workstation
the Workstation, Lesson 1: Workstation, Lesson 1: Module 10: Reporting from | Module 6: Reporting from
Generating Reports Generating Reports the Workstation, Lesson 1: the Workstation, Lesson
Generating Reports 1: Generating Reports
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2.2 3in1 Handheld Device Enhancements

2.2.1 Directly Connect Device to Workstation and Transfer Data

A new feature enables FOOs to connect the device directly to the Workstation and transfer order and
clearance information. This is useful in situations where users must work offline for periods of time. The
Workstation synchronization feature ensures the local database on the user’s Workstation is
synchronized with the 3in1 prime database.

Connecting the 3in1 Handheld Device to local computer for data transfer:

3in1 users in remote areas can now use the offline feature to connect the handheld device to local
computer where Field Ordering Officers’ offline replica exists and transfer the SF44s and associated data
created while the handheld device was disconnected. Please follow the below step-by-step directions to
connect and transfer the data to and from the handheld device.

1. Login as FOO on 3inl workstation directly into Offline mode
Note:

e The FOO must have offline replica created on the workstation that is being used. If you
do not have offline replica created, please follow the offline management steps to
create offline replica.

e The FOO can also login in online mode and then switch to offline mode.

2. Ensure the 3inlicon for 3inl Service Manager appears in the System Tray by the clock.
Note:

e Do no close the 3inl Service Manager. Always minimize when running the 3inl
workstation in offline mode

On the handheld device, go to Tools > Network Settings > URL > Change it to Local Workstation
Connect the Ethernet adapter and cable to the handheld device

Connect the other end of the Ethernet cable to network adapter of the computer

Reboot the handheld device while the 3in1 workstation is running in offline mode and the
handheld device connected via Ethernet cable to acquire an IP address for the handheld device
7. When the device comes back online, log in and trigger the upload on the device to
upload/download the data.

o vk Ww

2.2.2 Simplified Ordering Process (Pre-filled Orders)

The Pre-Filled Order feature can be used to minimize the time spent by FOO/PA teams at vendor
locations. While on base or en route to the vendor, a FOO can start an order, completing as much
information as possible, and then save it as a pre-filled order. Upon arrival at the merchant location, the
order can be completed.
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To access the Pre-filled Order screen:

e From the Dashboard, tap the Pre-filled Order button.

Purchase Req

Expended Available

Cash Advance

CA0011 $0.00 $9,705.89
Medical $0.00 $50,000.00
supplies
General $553.67 $99,446.33
military
supplies

CA0003 $553.67 $5,446.33

CA0007 $0.00 $4,000.00

CA0009 0.00 AFN 15,000.00 AFN

Shopping List

Cleared Pending | Flagged [Disapproved
1 2

Available PIINs: 96

Rerun Order

1 1

Logout

Vendor List

Start Order

To add an order to the Pre-filled Order screen:

Pre-filled Order

Vendor

e Start an order, then at any time, tap the Save Pre-filled Order button on the Order screen.

e The order is saved on the Pre-filled Order screen and can be identified by the creation date,
vendor name and total amount.

e  Multiple orders can be saved.
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i ool FOO

Order
Merchant: Al-Hani Construction Company
Purchase Req: Construction supplies
Remaining Funds: $149,345.89
Available Cash: $9,345.89

ITEM  |QTY|uoM| PRICE | TOTAL | PB

sandbags | 30 | BG | $12.00 | $360.00 | No

Pre-filled Order

D | Vendor

$360.00

New Item Add Other Costs

Cancel Back Delete Order Continue Order

To continue filling out a pre-filled order:

1. From the Dashboard, tap the Pre-filled Order button.
2. Select an order on the Pre-filled Order screen, then tap the Continue Order button.
3. Continue completing the order from the point where you saved it.

Note an order can be saved as a prefilled order and continued more than once.

If you decide that a pre-filled order will not be completed, select the order and tap the Delete Order
button.

2.2.3 Handling Insufficient Funds

The 3inl Tool is designed to monitor available cash. As line items are added to an order, the available
cash amount decreases. An order will be blocked at the time of check out, if the order total exceeds the
available cash on hand. If the order subtotal exceeds the available cash, the line item(s) are flagged in
red.
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3in1 Tool FOO Network On Ethernet 123/SYM
New Item
Remaining Funds: $1,810.00
Available Cash: $10.00

3in1 Tool FOO Network On Ethernet  123/5YM

Order

Merchant: Best Supplies

Purchase Req: Materials for RDC

s Paint Brush

Descr.: Remaining Funds: $1,799.95
UPC: Available Cash:
ITEM | QTY|uom| PRICE | TOTAL | PB
Unit of Paint
TEREre: Tarps 6 | EA | $15.00 | $90.00 | No
Price: Paint Brush
QTY:
TOTAL
A rroperty Book Item $700.05
New Item Add Other Costs
Cancel Save Cancel Save Pre-filled Next
Order
The total amount is red when an item added to an The order total exceeds the available funds. Note the
order exceeds the available cash. Available Cash amount is negative.

A message blocks the attempted check out. The FOO must take

. . . @ Order Blocked: Insufficient Funds
corrective action in order to balance the numbers, such as

Cash advance 1 has $700.00 remaining.

adjusting the item price or applying a discount.

2.2.4 Reprovisioning FOO Data to the Device

If all data is lost on the device, such as when a reset to factory settings occurs, the Workstation can be
used to reprovision the device and transmit data to the device. During reprovisioning on the device, the
FOO has a choice of downloading all orders from the Workstation or only recent orders that were placed
using active purchase requests.

® Device Approved

Do you want to download all orders place by the
FOO on this device or only recent orders that
have been placed against an active purchase
request?

All Orders J [ Only orders against active PRs
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2.2.5 Access Point Name (APN) Settings for GSM-Enabled Devices

If you are using GSM and need to configure the device, it is necessary to select or set up the Access Point
Name (APN) using technical information from the GSM provider. On the device General Settings screen
select APN Settings.

On the Edit Access Point screen, populate each field with data supplied by the GSM provider. Tap Save
to create the access point using the specified name.

General Settings
Calibrate
Device and Database Status
On-Screen Keyboard

Bar Code Scanner Enabled
APN Settings

Username

Log Viewer
Printer Test
Camera Test
Reset to Factory

Password

@ @0 @0 000

Printer: NONE

Save

If APNs are already defined, the list is displayed on the APNs screen, as shown below. To select an APN,

simply tap the button beside it. A green dot identifies the selected APN.

T Mobile

Internet

Verizon

Internet

Back New APN
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2.2.6 Weather Forecasts

Weather reports can be generated for a specific area and then )0 Network On Ethernet  ah =
stored. Weather is a new option on the Utilities menu. Use Weather Forecast - Page 1/3
either GPS coordinates or a city name to obtain weather Dorra, Djibouti
reports. Network connectivity and a GPS-enabled device are Updated: February 28, 2012 0:27:27
required in order to generate a weather report. E A 70°
Fog
gy Tue 86° 71°
Mostly Sunny
Wed o o
Mostly Sunny 86 n
Thu ° °
Mostly Sunny = oL
Fri o o
Mostly Sunny 83 n
Prev Next l Ec?rr::\]:avset Update
; Add N
Back Network Settings Forec:s\?
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Documented in Role-Based 3in1 Training Manual

New/Updated Device
Feature

FOO/PA

Contracting Officer

RM/DA

Reviewer

Directly Connect Device to | Module 3: Application Module 13: Updating N/A N/A
Workstation & Transfer Familiarization, Lesson 6: Financial and Procurement
Data Device and Workstation Information, Lesson 3:

Direct Data Exchange Device and Workstation

Direct Data Exchange

Procurement Control Module 14: 3in1 Device Module 8: The Ordering N/A N/A
Changes Tools & Settings, Lesson 1: | Process, Lesson 1: Making

Device Tools a Purchase
Handling Insufficient Module 5: The Ordering N/A N/A N/A
Funds Process, Lesson 2: Making

a Purchase
Reprovisioning FOO Data Module 13: Device Module 12: Post-Clearance | N/A N/A
to the Device Management Tools, Operations, Lesson 3:

Lesson 3: Reprovisioning Reprovisioning Device

Device Data Data
Weather Forecasts Module 14: 3in1 Device Module 16: 3in1 Device N/A N/A

Tools & Settings, Lesson 1:

Device Tools

Tools & Settings, Lesson 1:
Device Tools
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3 What’s New in 3inl1 Version 2.5

3.1 3in1 Workstation Enhancements

3.1.1 Dashboards for Contracting Officers and Disbursing Agents

When a Contracting Officer (KO) or Disbursing Agent (DA) logs in to the Workstation, the Dashboard is
displayed. It is customized for each user. The top portion displays your assigned AOR, office and unit. In
addition, the number of units and FOOs (for KOs) or PAs (for DAs) that you manage are displayed.

¥ it G i O e

v File  Area of Responsibility — Device Management  Financial Purchase Order  Reports / Extracts  Help

Welcome Test KO!

AOR:  AOREBTA Office:  RCCBTA Unit: BTA Contract
Units Managed: & FOO Managed: 57
Thursday, July 21, 2011 Local Time: 2:34 PM
"HOT LINKS™ Notifications:
) Provision Device - Mass PlINs lssurance for & FOOs
) Clear Purchase Crder - 1 FOOs have responded to your flag
[ ] Order Lookup ] 17 Orders are pending approval
L] Purchase Log Report
L] Mass PlINs lssurance:
L] FOO Approval/Temination
Clse

KO, Test (testko)

Dashboard for Contracting Officers
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¥ 1CCS 3n1 Warkstation Control Center - [Dashboard] (=3[ = ]
v File  Area of Responsibility  Device Management  Financial ~ Purchase Order  Reports / Extracts  Help N

Welcome Test DA

AORETA

Unit:

Thursday, July 28, 2011

Office:

FO BTA

BTA Contracting Command

PA Managed: 5

Local Time: 10:36 AM

"HOT LINKS™ Notifications

[ ] Clear Purchase Order ] 1 PA/FOOs have responded to your flag

L ] Fund PA ] 1 Orders are pending approval

[ Retum Funds ] 2 PAs with less than 10% cash available

@  Create DDS Bdract

[ ] Import Vouchers from DDS

®  Onder Lookup

L] View Voucher Numbers from DDS

L] Accourting Log Report

[ Profile

e

DA, Test (testda)

Dashboard for Disbursing Agent

The HOT LINKS section provides clickable shortcuts to frequently used Workstation features for a KO or
DA. For example, click Order Lookup to go directly to the Purchase Order Lookup window.

Review the Notifications section for recent updates, such as the number of FOOs who have responded
to clearance flags or the number of orders pending approval. Click a notification to go directly to the
relevant area of the program. For example, to clear pending purchase orders, click the “x Orders are

I”

pending approva

To update the Dashboard at any time, click the Refresh button in the
bottom left corner. You may leave the Dashboard open while
accessing other areas of the program using the menu bar. To close the

Dashboard, click the Close button in the bottom right corner. To re-
open the Dashboard, select File, Dashboard.
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3.1.2 Financial Administration

3.1.2.1 Automatic PR Closeout upon PR Decommitment

A new Closeout Purchase Request checkbox on - \
the Decommit Purchase Request window provides B Decomdt P el -
the option to automatically close out a PR after a Purchase Request to Decommit:
successful decommitment of funds. This saves oRe: SR
users an extra step of using the Close PR button. Descripton: 7.4
PRAmouNt: (355 000 00
3.1.2.2 Automatic Decommitment of PR
Purchase requests are automatically decommitted Available Amount: 5000000 (UsD)
if the handheld device verifies that the PR balance Amsount to Decommmit: 15000 (UsD)
is sufficient to support the decommit. This 7] Clossout Purchase Request
eliminates the extra steps of having the
Workstation user use the Decommit button on _ Decommit Funds
the Purchase Request Administration window N J

after the device verifies there are sufficient funds to de-commit.

3.1.2.3 Authorize/De-Authorize PAs to Initiate Cash Advances from the Device

Paying Agents may initiate cash advances from the handheld device only if they have permission. The KO
provides this permission on the Entity Profile Management window; see the following section for details.

3.1.2.4 Edit Purchase Requests

Disbursing Agents or Resource Managers may edit a purchase request using the Edit PR button on the
Purchase Request Administration window.

Page 78



What’s New in 3inl Version 2.5 March 2012

Purchase Request Details
Assign to Final, Pa

Purchase Request Number (PR

Description Digaster Supplies

Line: Of Accourting 121 2502 .0000 25 1111 OP1236548.0000
22ER 22 AGS65DE E65656564.0000
ABDEDDE 22 562656

Finance Type Cash
Amount {USD $50,000.00

Purchase Request Maintenance

[ Cancel PR | | Deconmit PR | [ IceasePR | [ ClosePR

 Add Cash Advance | [ EdtPR |

‘2F|Ie{5) [installaion jpg (PURCHASEREQUES | | View | | Upload | | Delete |

Exit Purchase Regquest Admin
| |

The fields that can be edited: PR Number, Description, Line of Accounting.
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3.1.3 Entity Profile Updates

3.1.3.1 Email Notification Option

-

"

ot Entity Profile Management = | B[S

Unit Uger

Usemame testko View Certfficate

First Name Test
Select User

Middle Mame
Fhone Number Securty
Fax Number
Email testho @hta mil

Receive Email Motifications

Allow Device Originated Cash Advance
Appointment Date 1/1/2009
Redeployment Date 1/1/2009
Temination Date 1/1/2009
Unit BTADD1 : BTA Contracting Command

Existing answers are not displayed for securty reason, so you dont need to reenter them.

Guestion 1 [What city were you bom in? ']
Answer 1
Guestion 2 [What i the name of your favorite childhood friend? ']
Answer 2
Guestion 3 ’In what city or town did your mother and father mest? ']
Answer 3
[ Edt ’ Delete ] ’ Cancel ] l Save ]

i

The 3inl system generates email notifications during the clearance process. When one reviewer finishes

and approves a PO, it is sent to the next reviewer’s queue, based on the clearance configuration that has

been established using the Provision Device feature. Typically, a notification email is sent to the next

reviewer. A valid email address must be provided on the Entity Profile Management window, and the

Receive Email Notifications check box must be marked.

To set up email notification for a user, select AOR, Entity Profile Management from the menu bar.
Select a user and then click the Edit button. Mark the Receive Email Notifications check box. If it is
unmarked, the user will not receive 3inl system-generated emails. Click the Save button.
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3.1.3.2 Authorize/De-Authorize PA to Initiate Cash Advances from the Device

PAs may initiate cash advances from the handheld device only if they have permission. The KO provides
this permission on the Entity Profile Management window, which is accessed by selecting AOR, Entity
Profile Management. Select a Paying Agent and click the Edit button. Mark the Allow Device Originated
Cash Advance check box. If it is unmarked, the PA cannot initiate a cash advance from the device. The
Entity Profile Management window is shown below.

3.1.3.3 Users can change Unit Assignments

Users may change their unit assignment on the Entity Profile Management window. Click the Edit
button. Click the Change Unit button. On the Select Unit window, select a unit. Click the Save button.

3.1.4 Purchase Orders Updates

3.1.4.1 New Fields Added to Look Up PO Window, Signatures Tab

New fields have been added to the Signatures tab: EDA Queue Date, EDA Sent Date, Schema Version,
Cancelled Date, Cleared Date.

| ? Loeckup Purchase Order EI@
PIIN Number (aFas | View Mode Add
Purchase Order | Purchase tems | FOO Responses and Clearance Status 5
Id Device Seral Non-Device (Manual) Entry
FOO Id FOO Digital Signature Unit Id
FOO Signature Date 5/14/2010 FOO Organization
Paying Agent Id Paying Agent Digital Sig Purchase Request Num
Final Receiver Name Final Receiver Organization
Final Recsiver Title Final Receiver Sig. Date 5/14/2010
Payee Seller Category GPS Coordinates Of Transaction
Provision Id Device Id Qrder Upload Date
Disbursement Id Cert Id Update Date
Schema Version Cancelled Date Cleared Date
EDA Queue Date EDA Sent Date

Signature Images
Received By: Seller: Final Receiver:

Procurement Control Waming Messages

Integrity
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3.1.4.2 Display UPC/barcode for purchase order items uploaded from device

The handheld device bar code scanner is a newly enabled 3in1 feature. If a FOO scans a UPC for a
purchase item, the UPC/bar code is displayed in the Bar Code column on the Lookup Purchase Order
screen, on the Purchase Items tab. This field is optional.

;
?Lookup Purchase Order [=[= ”:
PIIN Number  \y12ABCTTMASD3 (=) View Mode Ed

Purchase Order | Furchase ltems | FOO Responses and Clearance Status I Signatures, Messages, Misc

Brush 3.68 USD 25
Each Property Book ftem Add tem | | Edit tem x
Update Date ltem Description Unit Price Quantity TotalPrice PB item Bar Code
05/16/2011 Brush 368 USD 25 52.00 USD [ 250024323554

3.1.5 Reports

3.1.5.1 SF44 Displays Foreign Currency

If order payment is made using a foreign currency, the SF44 now displays the paid amount in the foreign
currency in the “Payment in the Amount of” block. Previously, only the USD and exchange rate were
displayed.

3.1.5.2 Property Purchase Log Report

A new column displays UPC codes for purchase items if they were scanned using the 3in1 handheld
device’s bar code scanner feature.

3.1.6 Expanded Select

i ¥ seeaver | - =]
User Filter -
SErS
The Select User window that Search Options _
. . @ By ADR/Office Assignment  Assignment
appears in multiple areas of the AOR AR ETA -
Workstation has a new search Office 5 0 o Review -
filter that enables searching for
users by AOR/Office Assignment. ©) By Unit Assignment

REFMC1 : 95th Financial Managemer

3.1.7 Other Workstation

Changes © ByRole
) All Users

3.1.7.1 AOR Administration
Visibility Restrictions Search Resus
@ Starts With () Contains

Users can view only the FE

information related to their RM, Test fiestm)
assigned AORs. Users may not
access information pertaining to
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AORs to which they are not assigned.

3.1.7.2 Detailed Messages to Maintain Data Integrity

In several areas of the Workstation, users may inadvertently create problems by using a delete action.
Messages now inform users of the potential negative effects of using a command, and in some cases,
prevent the command from being used.

Deleting Procurement Policy

If a KO attempts delete a procurement policy that has been assigned to provisions, the following
message displays and the deletion does not occur. The KO will have to unassign the policy from all
provisions, then return to the Procurement Control Policy Administration window and delete the policy.

'[‘nu;uu-uwnl Control Policy Administration =J\E
Procurement Polcies
seectmAmdfopndO6OR) [aonera (] SstaletatnBE® faccorn  [y]

Pobcy Type Policy Date

This policy cannot be delsted currently becausa & has been assignad to 3 provision(s). Please unassign i from all provisions before deleting &.

e ]

Removing User Roles

System administrators can disapprove roles or delete roles for a user on the Manage User Roles
window.

=1 ESR(E>S

PA RSC513 FO Basrzh

DA, RSDAD3 Finance Cfficer FO Basrah

PA, RSC512 Paying Agent FO Basrah
PA, RSC511 Paying Agent FO Basrah

PA, RSCE15 Paying Agent FO Basrah

PA, RSCE14 Paying Agent FO Basrah

Paying Agert
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To disapprove a role, unmark the Approved checkbox. If an individual has been assigned to a clearance
configuration and has pending orders, a warning message is displayed. The administrator can proceed
with the disapproval by clicking the Yes button.

. Clearance Records Fo

To remove a role from a user, select the user and then click the Delete button.

If an individual has been assigned to a clearance configuration, a warning message (shown below) states
the individual cannot be removed from the role. The administrator must first go the Provision Device
window, Clearance Configuration tab and remove the individual from all clearance configurations. Then
the Delete button may be used to remove the user from the role.

e

“-I This user is configured using an Individual clearance type in an active

W' clearance configuration, The USER role cannot be removed until the

I user is not configured using an Individual clearance type in an active
clearance configuration,

If a user is the only one assigned to a role that is assigned as an Office/Role clearance type in a clearance
configuration, a message is displayed indicating the user cannot be deleted. However, if more than one
person is assigned the role in the same office, the deletion is allowed.
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Documented in Role-Based 3in1 Training Manual

New/Updated Workstation

FOO/PA Contracting Officer RM/DA Reviewer
Feature
KO/DA Dashboard N/A Module 3: Application Module 3: Application N/A
Familiarization, Lesson 1: Familiarization, Lesson 1:
Navigating the 3inl Navigating the 3inl
Workstation Application Workstation Application
Financial Admin Updates
Automatic PR Closeout N/A Module 13: Updating Module: Updating N/A
upon PR Decommitment Financial and Procurement Financial Information,
Information, Lesson 1: Lesson 1: Updating PRs
Automatic Decommitment | N/A . P 8 N/A
Updating PRs and Cash
of PR
Advances
Edit Purchase Request N/A N/A Module 9: Updating N/A

Button

Financial Information,
Lesson 1: Updating
Purchase Requests

Entity Profile Updates

Email Notification Option

Module 3: Application
Familiarization, Lesson 3:
Managing User Account
Information

Authorize PA to Initiate
Cash Advances from the
Device

Module 19: Managing
Cash Advances on the
Device, Lesson 1: Working
with Cash Advances

Change Unit Assignments

Module 3: Application
Familiarization, Lesson 3:

Module 5: Managing 3inl
Workstation Users, Lesson
2: Managing User Roles and
Accounts

Module 3: Application
Familiarization, Lesson 3:
Managing User Account
Information

Module 3: Application
Familiarization, Lesson
3: Managing User
Account Information

Module 9: Updating
Financial Information,
Lesson 3: Managing Cash
Advances on the
Handheld Device

N/A

Module 3: Application
Familiarization, Lesson 3:

Module 3: Application
Familiarization, Lesson

Page 85



March 2012

What’s New in 3in1 Version 2.5
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New/Updated Workstation
Feature

FOO/PA

Contracting Officer

RM/DA

Reviewer

Managing User Account
Information

Managing User Account
Information

3: Managing User
Account Information

Purchase Orders New
Fields

Module 7: Managing POs
in the Workstation, Lesson
2: Looking Up and
Completing POs

Module 10: Managing POs
on the Workstation, Lesson
2: Looking Up and
Completing POs

Module 6: Managing POs
in the Workstation,
Lesson 2: Looking Up and
Completing POs

Module 5: Clearing
Purchase Orders,
Lesson 2: Lookup
Purchase Orders

Reports Updates

Module 12: Reporting
from the Workstation,
Lesson 1: Generating
Reports

Module 14: Reporting from
the Workstation, Lesson 1:
Generating Reports

Module 10: Reporting
from the Workstation,
Lesson 1: Generating
Reports

Module 6: Reporting
from the Workstation,
Lesson 1: Generating
Reports

Expanded Select User Filter | N/A Module 4: Managing 3inl N/A N/A
Workstation Users, Lesson
3: Logging in to the 3inl
Workstation
AOR Administration Module 3: Application Module 6: Configuring the Module 3: Application N/A
Visibility Restrictions Familiarization, Lesson 4: 3inl Tool Workstation, Familiarization, Lesson 3:
Viewing AOR Information Lesson 1: AOR Setup Viewing AOR Information
and Policies and Policies
Detailed Messages to N/A Module 5: Managing 3inl N/A N/A

Maintain Data Integrity

Workstation Users, Lesson
2: Managing User Roles and
Accounts

Module 6: Configuring the
3inl Tool Workstation,
Lesson 2: Defining
Procurement Control
Policies

Page 86




What’s New in 3inl Version 2.5 March 2012

3.2 3inl1 Handheld Device Enhancements

3.2.1 Bar Code Scanner

The bar code scanner located on the top of the handheld device.

Scanner

shown in top

view of the
device

Use the scanner to scan UPC numbers on items being purchased. It is Sin Tool FOO  Networkon Ethernet  abe

necessary to first enable the bar code feature by selecting the Bar Code -

Scanner Enabled checkbox on the startup General Settings screen or on General Settings

the Tools tab, under General Settings. On-Screen Keyboard ]
Bar Code Scanner Enabled

During the purchase process, click inside the new UPC field on the New Reset to Factory

Item screen. Then scan the bar code by positioning the top of the device Reset Demo Mode
about 1 to 5 inches over the bar code and clicking one of the yellow Logout

X X Change Password
buttons on the front or sides of the device. The UPC numbers are Order Archive

captured in the new UPC field on the New Item screen.

All Orders.

3in1 Tool FOO Network On Ethernet  123/SYM
New Item

Remaining Funds: $193,825.82
Remaining Cash: $14,027.20

L Flash Drive *
Descr.:

]l 00243697

Unit of
Measure:

Price:

QTyY:

TOTAL
USD $77.55

Property Book Item
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3.2.2 Pre-filled Order Feature

The Pre-Filled Order feature can be used to minimize the time spent by FOO/PA teams at vendor
locations. While on base or en route to the vendor, a FOO can start an order, completing as much
information as possible, and then save it as a pre-filled order. Upon arrival at the merchant location, the
order can be completed.

FOOS start an order, and then at any point, click the Save Pre-filled Order button on the Order screen.
The order is saved on the Pre-filled Order screen and can be identified by the creation date, vendor
name and total amount. Multiple orders can be saved.

Merchant: Al-Hani Construction Company
Purchase Req: Construction supplies
Remaining Funds: $193,825.82
Remaining Cash: 40,000.00 AFN

ITEM  |QTY|uoM| PRICE | TOTAL | PB

0.00 AFN = $0.00

New Item

Save Pre-filled

Cancel
Order

To continue filling out a pre-filled order, from the Dashboard, click the Pre-filled Order button. Then
select an order on the Pre-filled Order screen, then click the Continue Order button. Continue
completing the order from the point where you saved it.

Incomplete orders can be deleted from the Pre-filled Order screen.
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Pre-filled Order

Vendor

Purchase Req

Expended Remaining
Cash Advance

Construction $6,174.18 $193,825.82
supplies
CHD145 50.00 $3,000.00
DN325 0.00 AFN 40,000.00 AFN
CHD5645 $0.00 $222.73
1623 0.00 AFN 30,000.00 AFN
1623 0.00 AFN 10,211.75 AFN
$5,972.80 $14,027.20

Cleared Pending
1 3
Available PIINs: 4

Shopping List Rerun Order Pre-filled Order

Logout Vendor List Start Order Back Delete Order [ Continue Order

3.2.3 New Device-Based Reports

The following new reports can be printed from the device. The FieldPro RT43 printer must be connected
and powered on in order to print the reports.

Cash Advance Ledger and Cash Advance Details Reports - From the Purchase Request Details screen,
click the Print Orders button to print the Cash Advance Ledger, which shows the activity history of a

cash advance and a running balance. Click the Print Cash Advances button to print the Cash Advance
Details report. A printer must be connected to the device in order for these two buttons to be active.

Purchase Req Details

PR: General military supplies
Date Created: 6 September 2011
FOO: Bruce Olsen PA: Kara Clemens

Cash Exchange
Advance Value Rate
CA0003 $6,000.00 -
CAD007 | $4,000.00

Expended | Available

$553.67 | $3,974.35
$0.00 $4,000.00

CA0002 | 15,000.00 | 43.33000 | 0.00AFN | 5,000.00
AFN AFN

CA0010 $223.16 $0.00 $223.16

CA0013 | 13,440.17 | 44.80059 | 0.00AFN | 13,440.17
AFN AFN

Printer: Printek FieldPro R43 RS-232 / USB Printer

Add Cash
Advance

Back ‘ finhcash Print Orders
Advances

The following figure shows sample printouts of both reports.
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PR Cash Advance Details
PR: General military supplies
Date Created: 6 September 2011
Report Date: 8 September 2011
FOO: Bruce Olsen PA: Kara Clemens

Purchase Request Ledger
PR: General military supplies
Date Created: 6 September 2011
Report Date: 8 September 2011

FOO: Bruce Olsen PA: Kara Clemens
| | Cash Advance: CA0003 |

R I VALUE | e [ EXPENDED I AVAILABLE
* = Unpaid order
CA0003 $6,000.00 - $553.67 $3,974.35 N
CAD007 $4,000.00 = $0.00 $4,000.00 General military supplies $100,000.00
CA0009 15,000.00 AFN 43.33000 0.00 AFN 5,000.00 AFN ORDER NUMBER ORDER-AMOUNT — | BALANCE
CADO10 $223.16 - $0.00 $223.16 i CH1RAL11MFS01 $530.27 $99,469.73
CA0013 13,440.17 AFN 44.80059 0.00 AFN 13,440.17 AFN CH1RAL11MFS02 $311.60 $99,158.13
8 CH1RAL11MF902 ($311.60) $99,469.73
CH1RAL11MF903 $23.40 $99,446.33
CH1RAL11MF905* $171.98 $99,274.35

You can also print reports from the Cash Advance Details screen. Click the Print Details button to print
the Cash Advance Details report. Click the Print Ledger button to print a Cash Advance Ledger report,

which shows the activity history of a cash advance.

3in1 Tool PA

Network On WiFi

123/5YM

Cash Advance Details
DDS Currency Code: 56

DDS Sequence #: CA0003
Currency: US Dollar

Value: $6,000.00
Purchases: $553.67
Exchanged: $300.00

Available: $3,974.35
Unpaid Orders: $171.98
Returned: $1,000.00

Date | Activity | Amount | X-Rate
2011-09-06 | Disbursement 6,000.00
2011-09-08 Return (1,000.00)

2011-09-08 | Exchange

(300.00)

Printer: Printek FieldPro R43 RS-232 / USB Printer

Back

Print Details

Print Ledger

Cash Advance Ledger
PR: General military supplies
Cash Advance: CA0003
Report Date: 7 September 2011
FOO: Bruce Olsen PA: Kara Clemens
Currency: US Dollar
Value: $6,000.00
Purchases: $841.87 Unpaid Orders: $0.00
Returned: $0.00 Exchanged: $0.00
Available: $5,158.13

¥ = Unpald erder

ACTIVITY ~_AMOUNT BALAN CE

2011-09-06 Disbur t $6,000.00 $6.000.00
2011-09-07 | PO: CH1RAL11MFS02 ($311.60) $5,688.40
2011-08-07 | PO: CH1RAL11MF901 ($530.27) $5,158.13

Cash Advance Details
PR: General military supplies
Cash Advance: CA0003
Report Date: 7 September 2011
FOO: Bruce Olsen PA: Kara Clemens
Currency: US Dollar
Value: $6,000.00
Purchases: $841.87 Unpaid Orders: $0.00
Returned: $0.00 Exchanged: $0.00
Available: $5,158.13

ACTIVITY |
2011-09-06| Disbursement |

AMOUNT

X-RATE | USD VALUE
$6,000.00 | -
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Log Viewer — Accessed from the device Tools menu, the Log Viewer is a de-bugging tool to be used by
technical support. In the unlikely event that the device fails, error messages will display on the screen. If
the printer is attached to the device, print the report. Reporting these errors helps improve future
releases of the 3inl Tool.

3.2.4 Startup General Settings Screen

When a user selects the General Settings button on the Out of General Settings

the Box or FOO Login screen, the General Settings screen provides [KSCULIEIE

a list of options that are useful when first using the device: Device and Database Status

On-Screen Keyhoard )
Calibrate: Ensures the coordinates of the point of contact with Bar Code Scanner Enabled ™
the screen are the same coordinates read by the software. Touch  FEF AT,
the cross-hairs that appear on the screen. When the calibration Printer Test
tool is launched, do not turn off the device without completing Camera Test

Reset to Factory

the process.

Device and Database Status: Displays key information about the
device, including the IP address, WiFi Mac address, device ID,
software and hardware versions, and storage amount.

On-Screen Keyboard: Toggle the on-screen keyboard on/off by marking/unmarking the checkbox.

Bar Code Scanner Enabled: Enables/Disables the device bar code scanner feature, which is used to
capture UPC numbers of items purchased.

Log Viewer: A de-bugging tool to be used by technical support.
Printer Test: Prints a test page if the small printer is connected to the device.
Camera Test: Enables users to detect and resolve camera issues before going to a merchant’s location.

Reset to Factory: Reserved for use by system administrators only

3.2.4.1 General Settings on the Tools Tab

Note there is a second General Settings screen that displays when you select General Settings on the
device Tools tab. This screen features a different set of options than the General Settings screen shown
above.

Reset Demo Mode: Select if you have used Demo Mode to practice entering data and want to erase the
data and start over.

Logout: Logs the current user out of the 3in1 device application.

Change Password: Change the password for the current user for logging in to the device.
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Order Archive: Filters orders that are displayed on the PIIN Log screen. Set the archive level to view all
orders or only orders placed within the last 14, 30, or 60 days. The calculation is made from the time a
PIIN was issued.

The other options on the initial General Settings screen (Printer Test, Camera Test, Calibrate, Device
and Database Status, and Log Viewer) can be accessed from the Tools tab.

Tools

General Settings
On-Screen Keyboard 2/}
Bar Code Scanner Enabled 2]

Reset to Factory
Reset Demo Mode

Tools

Tools
Utilities
View PIIN Blocks
View Procurement Controls
Market Research
Printer Test

Logout
Change Password

Order Archive

Camera Test

General Settings

Calibrate

Device and Database Status
Network Settings

Log Viewer

3.2.5 Remaining Funds vs. Available Cash

A distinction is now made on the device screens between Remaining Funds and Available Cash. For
example, the Order screen below shows a summary at the top, consisting of the selected merchant
name, PR description, remaining funds, and available cash.

Remaining Funds refers to the amount of physical cash remaining in the PA's pocket. However, there
may be orders that have been made, but not paid yet, so the Available Cash to spend may be less than
the physical cash-in-pocket.
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Merchant: Al-Hani Construction Company
Purchase Rea: General militarv suonolies
Remaining Funds: $100,000.00
Available Cash: $6,000.00

ITEM  |QTY|UOM| PRICE | TOTAL | PB

Cancel Save Pre-filled
I Order

In a related change, on the Dashboard and other device screens, the “Remaining” column name has

been changed to “Available.”

Purchase Req
Cash Advance

Expended Available

Construction $0.00 $150,000.00
supplies

CA0011 $0.00 $10,000.00
Medical $0.00 $50,000.00
supplies
General $865.27 $99,134.73
military
supplies

CA0003 $865.27 $5,134.73

Cleared Pending | Flagged |Disapproved
1 2 1 1

Available PIINs: 97

Shopping List Rerun Order Pre-filled Order

Logout Vendor List Start Order

3.2.6 Changes to the Funding Screen Before and After Payment

Once an order is placed, the order amount is categorized as “Awaiting Payment” in the Available
Funding column of the Funding screen. In the example below, an order has been placed for the sum of
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$535.57. However, payment has not been made yet, nor have the items been received. On the Funding
screen, the order amount is displayed in the Available column, but as a separate “Awaiting Payment”

amount.

After the Paying Agent pays for the order, on the Funding screen, the order amount is subtracted from

“Awaiting Payment” in the Available column and added to the Expended column.

Funding Funding
Purchase Req Available Purchase Req Available
Cash Advance Total Expended (Awaiting Cash Advance Total Expended (Awaiting
Payment) Payment)

Construction | $150,000.00 $0.00 $150,000.00 Construction | $150,000.00 $0.00 $150,000.00
supplies supplies

CA0011 510,000.00 50.00 $10,000.00 CAD011 $10,000.00 $0.00 $10,000.00
Medical $50,000.00 $0.00 $50,000.00 Medical $50,000.00 $0.00 $50,000.00
supplies supplies
General $100,000.00 $535.57 $99,464.43 General $100,000.00 $530.27 $99,469.73
military military o
supplies supplies p

CA0003 $6,000.00 $0.00 r $5,464.43 CA0003 $6,000.00 Q $530.27 $5,469.73

C ($535.57) CA0007 $4,000.00 | SUme—Tt—st00000
CA0007 $4,000.00 $0.00 nO00" CA0009 15,000.00 AFN 0.00 AFN | 15,000.00 AFN
CA0009 15,000.00 AFN 0.00 AFN 15,000.00 AFN

Post-Order/Pre-Payment Funding Screen Post-Payment Funding Screen

3.2.7 Device Operating System Updates

The 3in1 device consists of the 3in1 software application running
on the Google Android operating system. Previously only 3inl

software updates could be received and downloaded through the  Eldiantaaied ks
Software Update feature on the 3in1’s Device and Database Status

Select Update Type

screen. Now, operating system updates also may be downloaded.
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October 1, 2011

Documented in Role-Based 3in1 Training Manual

New/Updated Device
Feature

FOO/PA

Contracting Officer

RM/DA

Reviewer

Bar Code Scanner

Module 5: The Ordering
Process, Lesson 2: Making a
Purchase

Module 8: The Ordering
Process, Lesson 1: Making a
Purchase

Module 10: Reporting
from the Workstation,
Lesson 1: Generating
Reports

Module 6: Reporting
from the Workstation,
Lesson 1: Generating
Reports

Pre-filled Order Module 6: Ordering and Module 8: The Ordering N/A N/A
Financial Features on the Process, Lesson 1: Making a
Device, Lesson 3: Pre-filled | Purchase
Orders
Device-Based Reports Module 11: Reporting from | Module 9: Ordering N/A N/A
the Device, Lesson 1: Features on the Device,
Printing Reports from the Lesson 2: Managing Cash
Device Advances on the Handheld
Device
Startup General Settings Module 3: Application Module 4: Registering New | N/A N/A
Screen Familiarization, Lesson 5: Devices, Lesson 1:
Navigating the 3in1 Device | Registering and Approving
Application New Devices
Remaining Funds vs. Module 5: The Ordering Module 8: The Ordering N/A
Available Cash Process, Lesson 2: Making a | Process, Lesson 1: Making a
Purchase Purchase
Changes to the Funding Module 5: The Ordering Module 8: The Ordering N/A

Screen Before and After
Payment

Process, Lesson 2: Making a
Purchase

Process, Lesson 1: Making a
Purchase
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4 What’s New in 3inl Version 1.9

4.1 3inl1 Workstation Enhancements

4.1.1 New Reports/Extracts

The following new workstation reports have been added to the Reports/Extracts menu. Each generated
report can be viewed onscreen in a grid format. The

Reports / Extracts | Help

information can sorted and filtered on screen or exported

to Excel for further analysis and printing.

Accounting Log

Clearance Information

1. Clearance Information: Provides a detailed report Create DDS Extract
on the clearance status for all orders associated Download SFdds
with an RCC. EDA Upload
2. Finance Office Funds: Management report used by Finance Office Funds
the DA to view the funds (cash) information for all FOO Provisioning
of the PAs who still have cash on hand. Procurement Controls
3. RCC Activity: Management report used by the KO

Property Purchase Log

to view Clearance information, total number of
Purchase Log

orders and dollar value, and active FOOs.

. ) ] RCC Activity Report
4. Active FOO: Lists the names of active FOOs at a
. . . . 5F44 Report
specified AOR contract office, providing their
Active FOO

contact information, assigned handheld device
Deprovisioned/Terminated FOOs

serial numbers, associated PA, and latest order

information. A FOO is considered active if they are currently assigned to a device.

5. Deprovisioned/Terminated FOOs: Prints a list of inactive FOOs at a specified AOR office. The
FOO contact information, termination date, and order information are listed in spreadsheet
format.

The following figure shows the available filters for the RCC Activity report. After a filter is selected, the
onscreen report results are displayed immediately.

p
a- RCC Activity Report Results

Results

x

Cleared Orders By FOO Summany {1 Rows) Date Last
Purchase Orders (21 Rows) Lz Cleared
Active FOOs (2 Rows)

Active FOOs Summary (1 Rows) 02/0%/2011
——

Jones, Tom 1h! 875

The following table lists the contents of each new report.
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Report Title

Data Columns displayed in the report

Clearance Information

Contract Office, PIIN #, FOO, PA, Clearance Order, Clearance Type, who the
order is Waiting On, how long it has been Waiting for review, Status, and
who last Reviewed the order

Finance Office Funds

PA Name, Cash Advance Sequence Number, Cash on Hand, Initial Cash
Advance Amount, Date Last Order Cleared, Date Cash Advanced, Email,
Phone Number, Unit

RCC Activity

Cleared Orders by FOO

FOO, Order Count, Total Expenditure USD, Date Last Cleared

Cleared Orders by FOO
Summary

FOO Count, Order Count, Total Expended

Purchase Orders

Status, Contract Office, PIIN, FOO, PA, Order Date, Ordered by Organization,
Received by, Payee, Total, Currency Code, Exchange Rate, Payment
Request, Payment Received, Discount Days

Active FOOs

FOO, Device Serial Number, GSM Radio Enabled, WiFi Radio Enabled

Active FOOs Summary

FOO Count, Active Device Count

Active FOO

FOO, FOO ID, Email, Phone #, Appointment Date, Re-Deployment Date, Last
Date Order Cleared, # Orders Placed, Total Amount Orders Placed, Serial
Number, # Manual Issued PIINs, # Manual Issued PIINs available, # Device
Issued PIINs, # Device Issued PIlINs Available, GSM Active, WiFi Active, Unit,
UIC, PA

Deprovisioned
/Terminated FOOs

FOO, FOO ID, Termination Date, # Orders Placed, Total Amount Orders
Placed, Unit, UIC, Email, Phone Number

4.1.2 EDA Upload

EDA Upload is a command on the Reports/ Extracts menu. Use it to extract data from cleared purchase
orders and sends to the Global Exchange Service (GEX), which will automatically send the data to
Electronic Data Access (EDA). The purchase process is not completed until the SF44 data is archived in

EDA. EDA Upload can be accessed only by users who have the assigned roles of Contracting Officer,
Disbursing Agent or Administrator.
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4.1.3 Provisioning Progress Bar

The new Completion Progress bar at the bottom
progress in completing the provisioning process.

of the Provision Device window enables monitoring KO

PIIN Blocks | Paying Agents | Purchase Requests | Procurement Controls | Clearance Configuration | Radio Settings |

20M WAZXYZ1TTWAKDT | WIZKYZ1TWAKZ0

4 LLLJ

PIIM Blocks
Nen | Add I
Fiscal PliNs lssue ;
Year PIIN Start PIIN End lesued Order Device  Issue Date

20

2/9/2011 3:22 FM

Device Provisioning Completion Status
PIIN Blocks Completed

Paying Agents Completed
Purchase Reguests Completed

[] Procurement Controls Completed
Clearance Configuration Completed

Completion Progress

[~ ol

Device Provisioning Incomplete

When a provisioning tab is completed, the associ
with more green, to indicate the degree of comp

ated check box is marked and the progress bar is filled
letion. When all tabs are filled in, the progress bar

shows 100% completion (the entire bar is filled with green). Note: the minimum information required to
activate a device is FOO and PIINs. The rest of the information can be added at a later time, however the

device must synchronize with the prime database to obtain the rest of the information before orders

can be placed on the device.)
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4.1.4 Add Fixed Discounts and Terms Discounts to Purchase Orders

1. The Add Purchase Order screen now accepts a Fixed Discount Amount and Terms Discount

Amount.

v Lookup Purchase Order

PIIN Number Add Maode
Purchase Order | Purchase tems I FOO Responses and Clearance Status I Signatures, Misc
Date Of Order 2/ 9/201 E- PIIN Number WI2ZKYZ1IWAID
Name Of Seller - Phone Number Of Seller
Address Of Seller Street Address Cty
State, Zip Courtry I -
Furmish Supplies Or Organization Name TESTING
Services To Sireet Address 1851 S Bell St Ciy  Adngon
e 22362 Sousepemtirticd States -
{Purchase tem detsils for supplies or services can be entered on the second tab Total
Discount Days Discount Percent
Feed Discount Amount Teme Discount Amount Date Invoice Received 2/ 9/2011 [ERd
Agency Name And Biling Agency Name FOBTA
Address Street Address 1851 5 Bel St Ciy Adington
State. Jp VA 22202 Courtry | United States
Ordered By Jackson, DeSean
Purpose And Accounting Data 231 2502 0000 25 1111 P12364568 0000 22ER 22 A35DE E123545688.0000 A35DE 22 555222
Received By Jackson, DeSean
Title. Date 972011 [ERg
@ Payment Received () Payment Requested
Seller Signature Date 2/ 97201 E
Esaren In The Awount OF Currency Exchange Rate  1.00000 Curency Cods usD
Paid By Cash - Date Paid 2/ 972011 E~ Voucher No
Paying Agent Name Samuel, Ashante PR Balance &t The Time of Purchase
Comment Field i
Attachmerts Cancelled

When adding a purchase order, on the Purchase Items tab, items may be deleted using the new

Delete button, which is circled in the following figure.

v Lockup Purchase Order
PIIN Number v Add Made
Purchase Order | Purchase kems | FOO Responses and Clearance Status | Signatures, Misc
ltem Description Printer/Fax Unit Price 200.00 USD Quantity
Unit Each +|  [C] Property Book tem Sum  400.00 USD
Update Date ltem Description Unit Price Quantity TotalPrice
Printer/Fax 200.00 USD 2 400.00 USD
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4.1.5 New Fields on Clear Purchase Order Screen

The Clear Purchase Order screen has two new features:

1. The Discount link displays fixed and/or terms discount amounts.

2. The View Scanned PR&C (Purchase Request & Commitment) button that displays the scanned
purchase request associated with the PO.

- Comments Signatures FOOQ Comments m View SF44 w PO
Cash H.d'n.ranc

([ Wiew Scanned PRAC D
Fieed Discourt Amourt: 4057 USD Terms Discourt Amount: v

3. Anew option to view orders associated with FOOs in all units; select All in the Select Unit field.

v Clear Purchase Order

KO, Test Contracting Officer Select Office
Select Unit All (11) - Select a Field Ordering Officen(FOC)
BTADD1 : BTA Cortracting Command Fiter POs by Status

RERCCT : 100th Contingency Contrac
W31ABC : Central Contracting Commg
SMETZ3 : SME UNIT {0}

RMNRCD1 : 1st Brigade Combat Team
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4.1.6 Purchase Order Status on Financial Administration Screen

Purchase Order status is now displayed on the Financial Administration screen. The orders associated

with a selected purchase request and cash advance are displayed in the Purchases section.

o~ Financial Administration

Financial User

Selected Financial User:

Bass, John

Purchase Requests

.Click fo see cash advances. Doubfe-Click to fect

Select a Field Ordering Officer
or Paying Agent

Status E{ﬁ:;e Description Amount{USD)  Line
Open PR102 hems 60,000.00 217
Open | CHRA568 Cash. 20000000 | 4153

Cash Advances

Click to see purchases on 3 cash advance. Double-Click to lect 2 cash adv
DDs

) Cu Exchi
Financial Officer Amourt Col'dl'zﬂcﬁ’ Hateange Cumency Sequencelu
Code
30,000 00 UsD 1 14 D547
Leen, Mayra 20,000.00 QD 1.54425 35 D334
Chan, Krstine 5.000.00 UsD 1 25 5653634568

Purchases

P
Order Date et \ PIN Number  Total Cost Amaurt e :

Cleared HIRALTIMB.. |2947935  |29.479.35 100 L
1/6/2011 Ceared _/|CHiRALIIMB.. |168.30 162.30 100 L
1/6/2011 Ceared |CHIRALTIME.. |150 150 100 L
1/5/2011 Cleared  |CHIRALTIME.. |836% 8364 100 L
1f5|fzu11 Ceared | CHIRALTIME.. |77.31 77.31 100 L
4 I 3
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4.1.7 Add Groups to the Clearance Workflow

Individual users who have the same role in an office can be grouped together for the purpose of clearing
purchase orders sequentially. For example, you can create 2 groups within an office such as review and
approve so that orders can go to the users assigned to the review group prior to the approve group.

Groups are created using the AOR Administration feature, by adding a group to an office.

REFOB1 10th Brigade Combat Team

RERCCA 100th Contingency Contract...

Irag

City Baghdad
State / Province

Zip /Postal Code 549 Approver This group is responsible for...

DODAAC WISALS

Group Details

MName Approver

Description This group is responsible for approving purchase orders |

Group User Associations
User Role
rez 100, ko Contracting Officer

Contracting Cffice

These groups can be selected when defining the clearance workflow for purchase orders.
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? Default Clearance Administration
Default Clearance Corfiguration
Select Area of Responsibilty(ACR) AOR BTA

Select Contracting O

(==

£l

Clearance

Order Clearance Type Clearing Entity

1 OFFICE/ROLE
GROUP

OFFICE/ROLE

Contracting Officer at RCC BTA
Approver Group at RCC BTA
Resource Manager &t ADR BTA

INDIVIDUAL DA, Test

4.1.8 Creating a Generic AOR Office Type

In the AOR Administration feature, it is possible to define a “Generic” office when one of the standard

office types is not appropriate. This Generic office can be assigned a role in the clearance process.

4.1.9 Web-Based User Registration

It is now possible to register as a new 3inl
Workstation user on the JCCS web site.

1. Navigate to https://www.jccs.gov/olvr
2. Select CAC/Digital Certificate Users.

3. Select your DOD certificate and enter your
CAC PIN.

4. From the Select Module drop-down list,
select 3in1.

5. Click the New User link.

Links

FAQS

AGATRS Training Site
AGATRS User Guide
JCCS User Guide

JCCS/AGATRS Email Helpdesk

3inl Download Page
3inl Email Helpdesk

ES
Forgot Password?

Change Password

CAC Login

Register CAC

‘ New User?

6. Fill in the registration screens that prompt you for personal information, security questions, and

initial assignment. These screens are identical to those used when registration is launched by

clicking the “Register” button on the Workstation Logon dialog box.
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4.1.10 Download SF44s Changes

The Download SF44s feature has been modified. It enables a FOO or PA to download the SF44s they
have executed or scanned into the 3inl system, as a backup for their use. Contracting Officers, Finance
Officers, and Resource Managers can also download a FOO/PAs SF44 as a batch. SF44 documents are
selected based on a specific Purchase Request or based a specified date range.

To access the Download SF44 feature:

1. Select Download SF44s

e
romtne
Re pOI‘tS/EXt racts Select Office Select Unit
menu.
) S | t th Off d (Select a Field Ordering Officer(FOO View By: Purchase Request
. elec e ICeé an
Unlt fll"St, If your role |S Stat Date | Thursday . February 24,2011 End Date | Thursday . February 24,2011
anything other than
FOO or PA. Select 2 Purchase Request: w1 2xyZ01
— FOOs and PAs can
only select their
Select Document(s):
own documents
4 PIINN Order Select
umber Purchase Request Date Cleared Select SF44 Receipt
s0 they cannot wioziwen wom o0 e E @
select a different W1ZXYZ11MAADZ W12XYZ01 12/24/2010  |Fales B

WIZKYZ11IMABD WIZKYZM 24372011 False [

office, unit or user.
3. Select a user name
from the drop-down

menu. Select All SFA4s [ Select Al Receipts

4., SF44 documents can

be selected based on a
specific Purchase

Request or by a
specified date range.
— To view all SF44s created within a certain timeperiod, select By Date. Then use the Start
Date and End Date fields to specify the date range for selecting a purchase request.
— To view SF44s associated with a specific PR, select By Purchase Request.
5. Click the Load User’s Documents button.
— Orders associated with the FOO are listed showing the order number, associated PR
number, date created, and indication if the clearance workflow has been completed.
6. Mark the check box beside the documents to download.
— To select all the SF44 documents that are listed, mark the Select All SF44s check box. To
select all receipts that are listed, select the Select All Receipts check box.
7. Click the Save Documents button. The Browse for Folder dialog box is displayed.
8. Choose location to save file. Then click OK.
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4.1.11 Cash Advance Updates

Non-DDS cash advances can be made by marking the Non-DDS Entry check box on the Cash
Advance window. This eliminates the need to enter DDS unique data (i.e., DDS Currency Code,
PA ID, Site ID).

On the Cash Advance window, enter the Maximum Cash Advance Amount (USD) allowed for a
PA at one time. This field is for informational purposes only; it does not prevent a PA from
obtaining more funding later. Once an amount has been entered in this field, it cannot be
edited.

- ™y
¥ o I

Cash Advance Details

Mazimum Cash Advance Amount (USD):

DDS Cumency Code:| 15
DDS Agent ID: 123
Site ID: 12

Cumency: US Dolar

Exchange Rate: 1
Sequence Number: |4

Advanceable Amourt: (USD)

(Foreign)

Cash Advance Amount: 1 000.00
— Transfer Cash

Amount to Retum:
Comments:
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4.1.12 Miscellaneous

1.

Issue Mass PIIN Blocks: Contracting Officers who use the Device Management, Issue Mass PIIN
Blocks command can now view the numbers of available and already issued device and manual
PIINs.

Clearance Workflow: Email notification is automatically sent to the next reviewer based on the
email provided in the user’s profile.

The SF44 form can be displayed onscreen in several places in the Workstation. The SF44 now
displays in a PDF format; it previously displayed as a Word document.

User Profiles — Under Area of Responsibility, Entity Profile Management, on the User tab, the
“Redeployment Date” field has replaced the “Deployment Date” field.
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Documented in Role-Based 3in1 Training Manual

New/Updated
Workstation Feature

FOO/PA

Contracting Officer

RM/DA

Reviewer

New Reports/ EDA Upload

Module 8: Reporting from

the Workstation, Lesson 1:

Generating Reports

Module 13: Reporting
from the Workstation,
Lesson 1: Generating
Reports

Module 10: Reporting
from the Workstation,
Lesson 1: Generating
Reports

Module 6: Reporting from
the Workstation, Lesson 1:
Generating Reports

Provisioning Completion N/A Module 6: Activating N/A N/A
Progress Bar Devices for FOO/PA

Teams, Lesson 1:

Provisioning Devices from

the Workstation
Add Purchase Order Module 7: Managing Module 9: Managing N/A N/A

Purchase Orders on the
Workstation, Lesson 1:
Manually Adding Purchase
Orders

Purchase Orders on the
Workstation, Lesson 1:
Manually Adding Purchase
Orders

Clear Purchase Order N/A Module 10: Clearing Module 7: Clearing Module 5: Clearing
Purchase Orders, Purchase Orders, Lesson 1: | Purchase Orders, Lesson 1:
Lesson 1: Clearing Orders Clearing Orders from the Clearing Orders from the
from the Workstation Workstation Workstation

Financial Administration N/A Module 12: Updating Module 9: Updating N/A

Financial and Procurement
Information, Lesson 1:
Updating Purchase
Requests from the
Workstation

Financial and Procurement
Information, Lesson 1:
Updating Purchase
Requests from the
Workstation
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Documented in Role-Based 3in1 Training Manual
New/Updated . . .
Workstation Feature FOO/PA Contracting Officer RM/DA Reviewer

Adding Groups to the N/A Module 5: Configuring the | N/A N/A

Clearance Workflow 3in1 Tool Workstation,
Lesson 1: AOR Setup

Creating a Generic AOR N/A Module 5: Configuring the | N/A N/A

Office Type 3in1 Tool Workstation,
Lesson 1: AOR Setup

Web-Based Registration Module 2: Module 4: Managing 3inl | Module 2: Application Module 2: Application

Hardware/Application
Setup, Lesson 2:
Registering New Users

Workstation Users, Lesson
1: Registering New Users

Setup, Lesson 2:
Registering New Users

Setup, Lesson 2:
Registering New Users

Download SF44

Module 8: Reporting from
the Workstation, Lesson 2:
Downloading
Orders/Vouchers

Module 13: Reporting

from the Workstation,
Lesson 2: Downloading
Orders/Vouchers

Module 10: Reporting

from the Workstation,
Lesson 2: Downloading
Orders/Vouchers

N/A
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4.2 3inl1 Handheld Device Enhancements

4.2.1 FOO and PA Dashboards

The Paying Agent role has been expanded on the 3in1 device application. The FOO and PA roles have
different responsibilities and consequently have slightly different Dashboard screens now, although they
share many features. The 3inl handheld device application detects the user’s role upon login and
displays a Dashboard that has appropriate function buttons for a Paying Agent (PA) or Field Ordering
Office (FOO). The logged in user’s role (PA or FOO) displays in the titlebar on the device.

Some device features are enabled for only the FOO or PA. The main differences are the PA cannot start
an order and a FOO cannot input a cash advance on the device. Shopping lists and vendor lists are
shared.

e The Order tab is available to FOOs, but not to PAs
¢ The Rerun Order button is available to FOOs, but not to PAs
e A PA uses a Pay Order button, while a FOO uses a Start Order button

Purchase Req

Expended Remaining Expended Remaining

Cash Advance

Purchase of $100,000.00 Purchase of $0.00 $100,000.00

general, non general, non

personal, personal,

supplies. supplies.

Construction $5,725.67 $194,274.33 Construction $5,725.67 $194,274.33

supplies supplies

1623 0.00 AFN 50,000.00 AFN 1623 0.00 AFN 50,000.00 AFN

$0.00 $20,000.00 1 $0.00 $20,000.00

Shopping List

Pending

1

Logout I Vendor List I Pay Order

Paying Agent Dashboard

Available PIINs: 49

Shopping List

Pending
1

Rerun Order

Logout I Vendor List I Start Order

Field Ordering Officer Dashboard
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4.2.2 New Cash Advance Functions

New functions on the Funding tab enable the Paying Agent to manage cash disbursements on the
handheld device. Typically, cash advances are made on the Workstation and received on the device with
provisioning data. However in some cases a PA may be given USD and will need to exchange it for local
currency prior to making a payment. In these special circumstances when authorized by the disbursing
agent, the PA can use the device to add a cash advance, return funds to the finance office, exchange
cash into a different currency, and/or record the receipt of another cash advance.

When network connectivity is available, all cash advances changes made on the device will be uploaded

to the Workstation.

Purchase Req Details
PR: General Supplies
Date: 22 April 2011
FOO: Edward Anderson PA: Katherine Young

Cash Exchange
Advance Total Rate

30,000,000.]1,777.36000] 0.00IQD [30,000,000.0
001QD

Expended [Remaining

chd.8975

Available

to PA only

Printer-NIONE

= -
Exchange Cash Add Cas
Advance Advance
Cash Advance Details
Available

Purchase Request Details Screen to FOO and
PA

Return Cash
Advance

Attach Document Image

Back

Return Cash Advance — Enables returning a cash advance; the onscreen cash advance total is re-
calculated to display the difference after the return.

Exchange Cash Advance — Enables exchanging a portion or total cash advance amount to a different

currency.
Add Cash Advance - Enables adding a cash advance amount to a purchase request.

Attach Document Image — Use the device built-in camera to photograph an image, such as a receipt,
and attach it to the purchase request.
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Cash Advance Details — Displays shows the disbursement number/description, currency and currency
code, and the total amount and a breakout of expended vs. remaining amounts.

4.2.3 Add Fixed Discounts to Orders

Fixed discount amounts can now be added to an order. In some situations, a fixed discount amount is
applicable. For example, merchants often do not take change so this gives the user the option to add a
fixed discount to an order.

To access the Add Other Costs screen, click Add Other Costs on the Order screen. Then click Fixed
Discount. On the Add Fixed Discount screen, enter the discount amount and then click Save.

The discount amount displays in the Fixed Discount field on the Add Other Costs screen. Note that when
the order is printed, the fixed discount amount displays in the Differences box.

3in1 Tool FOO Network On Ethernet  123/SYM

Order

Merchant: Al-Hani Construction Company
Purchase Req: Construction supplies
Remaining Funds: $194,315.00
Remaining Cash: $14,315.00

3in1 Tool FOO Network On Ethernet 123/SYM

Add Fixed Discount

AMOUNt: ST

Add Other Costs

SUBTOTAL: $5,685.00
SHIPPING: $0.00
TAX: $0.00
FIXED DISCOUNT: $0.00
TOTAL: $5,685.00
DISCOUNT TERMS: 0%, 0 Days
Discount Shipping Tax D:;i:s:m TOTAL: $5,685.00
TOTAL WITH DISCOUNT: $5,628.15
Back Next Cancel Save
Add Other Costs Screen Add Fixed Discount Screen

4.2.4 Enhancements for Capturing Images

Multiple images can now be taken for an order and uploaded to the Workstation. First, select an order
from the PIIN Log screen. Then on the Purchase Details screen, select the Images/Receipts button. This
displays an image gallery screen where new images can be taken, viewed, and deleted.
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3in1 Tool FOO

Network On Ethernet

PIIN Log

123/SYM

Purchase Details

Merchant: Al-Hani Construction Company
Purchase Req: Construction supplies

ITEM | QTY|uom| PRICE | TOTAL | PB

Sandbags 5

Mules 6 EA | $900.00 | $5,400.00 | Yes
SHIPPING-No | 1 | LO | $1278 | $1278 | No
Tracking N

TAX 1 | Lo | s2849 | s2849 |No
FIXED DISCOUNT

DISCOUNT: 1%, 20 Days
TOTAL: $5,668.53

‘ Images/Receipts

Add Comments

Return Order

Location View Clearance

)

PIIN Log

Purchase Details Screen — Click
Images/Receipts

Cancel

Capture

Click Capture to take the picture
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PIIN Log

Images

123/sYM

Back Take Picture

Image Gallery — Click Take Picture

3in1 Tool FOO Network On Ethernet abc

PIIN Log

View Image
OReceipt @ 1Image

Retake

Zoom In Accept

Specify whether the image is a receipt or other
type of image. Click Accept.
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4.2.5 Device and Database Status Updates

The endpoint URL is now displayed on the Device and Database Status screen. This shows the user the
URL of the connection. Also, the Device and Database Status screen no longer displays the device IP

address. To access the Device and Database Status screen on the device, click the Tools tab, then click

Device and Database Status.

4.2.6 New General Settings

Endpoint:

3in1 Tool Network On Ethernet ahc

Device and Database Status

Device ID: 354114012924958
Device Name: bip6000
GD Chip ID: 4790501695000d4a1504
Software Version: 1.1.15
Hardware Version: NAND
IP Address: 192.168.14.160

https://jccs.bta.mil/
IntegrationSvc

Endpoint IP: 214.16.105.116
WiFi Mac Address: 00.30.0d.36.d5.b7

Upload Status: Uploading Item 10 of 22
Order CH1RAL11MAJ14
|

Set Time

Zone Set Date

Set Time

Upload to Prime

E2Ek Database

Software Update

The new General Settings screen can be accessed from the Out of the Box and Login screens. The

General Settings screen contains options for calibrating the device, accessing the Device and Database

Status screen, toggling the on-screen keyboard, viewing possible error messages, and testing the printer.

3in1 Tool Network On Ethernet  123/SYM

3in1 Tool

Out Of The Box

Chiral Software Inc.

Device ID: 354114012924958
Version: 1.1.15

Register Device Network Settings

Demo Mode

[ General Settings

Connect to Production

Out of the Box Screen - Click
General Settings

3in1 Tool

Network On Ethernet abc

3in1 Tool

FOO Login

Name: Edward Anderson v

Password:  FSSEERESS SR

April 22 2011 16:44:12
Time Zone: Pacific Standard Time

General Settings

Password Reset

FOO Login Screen — Click General
Settings
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4.2.7 Expended and Remaining Amounts Display on Funding Screen

The Funding screen displays expended and remaining amounts for each Purchase Request and cash

advance.

3in1 Tool FOO Network On Ethernet 123/SYM

Select Funding

Purchase Req

Expended Remaining
Cash Advance

Purchase of
general, non
personal,
supplies.
Amy Miller
Construction $0.00 $200,000.00
supplies
Amy Miller
1623 0.00 AFN 50,000.00 AFN
1 0 $20,000.00

4.2.8 Updated Login Screen

The device application detects the user’s role upon log in and displays “FOO Login” or “PA Login”. Also,
the arrangement of buttons on the Login screen has changed, as shown below.

3in1 Tool Network On Ethernet abc

3in1 Tool

FOO Login

Name: Edward Anderson ‘ k4

Password: RS

April 22 2011 16:44:12
Time Zone: Pacific Standard Time

Change network
settings
Clears Password
field

Accesses device
settings

General Settings Network Settings

Resets device Password Reset
password

Logs in to device

using name and
password
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4.2.9 Updated Provisioning Screens

Some screen changes have been made that affect the process of
downloading user data the first time that a FOO or PA uses a

device:

1.

Click the Get FOO List button on the Out of the Box

screen.

The Get FOO List screen displays provisioning data as it is
received from the Workstation. Click OK when the

download is finished.

The Login screen displays next, with your assigned role
(PA or FOO). Select your name from the Name drop-

down list.

Click the Provision button.

Enter your login password in the Enter Password pop-

up screen.

The Loading Provisioning Data screen shows the

password is verified. Click OK to continue to the device

Dashboard.

3in1 Tool Network On Ethernet  123/SYM

Loading Provisioning Data

User: Carlos DeSoto

Data Loaded
Logged In

Data Saved

Password Verified
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Get FOO List
Data Loaded

User Data Saved

Initialized User Database

Got Orders

Got PIINs

Got Merchants
Got Shopping Lists
Got Policy Items
Got Policy Limits

Got Policies And Entities

3in1 Tool Network On Ethernet abc

3in1 Tool

FOO Login

Carlos DeSoto

April 22 2011 15:57:5%
Time Zone: Pacific Standard Time

General Settings

Provision
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4.2.10 Currency Converter Enhancements

The Currency Converter screen now obtains currencies and exchange rates from disbursements that
contain foreign currencies. The user selects the Currency Converter from the menu list, then the
disbursement to use for the converter. Then the user enters the amount to convert and the device
calculates and displays the converted amount.

3in1 Tool Network On Ethernet  123/SYM

Select Cash Advance

3in1 Tool Network On Ethernet  123/sYM

Tools

SR SS—
Currency Converter

Currency: Lari

Current Rate: $1.00 = 1.45346 GEL
From USD

Tools

Cash Advance Expended | Remaining

Calculator
Conversion Calculator

Enter Amount
in USD

100.00

Generic Currency Converter
View PIIN Blocks

View Procurement Controls
Market Research

Printer Test

Settings

Calibrate

Device and Database Status
Log Viewer

Convert to
Lari
Converted Amount: 145.35

To USD

Convert from
Lari
Converted Amount: $172.00

Finished Clear Convert

Select the Currency Converter Select a disbursement Enter values and click "Convert"

4.2.11 Available PIINs on Dashboard

The Dashboard screen is now refreshed properly after changing the date on the device. The PIINs
Available count is now consistently accurate.
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4.2.12 Paying Agent Updates

4.2.12.1 Insufficient Cash Notification

3in1 Tool Network On WiFi  123/SYM

PIIN Log

signature screen, the Confirm button is unavailable and the Paying Agent

The Paying Agent can no longer pay for orders when there is
insufficient cash left in the disbursement. On the Paying Agent

remaining cash displays in red, as a negative amount. Remaining Cash: -1,000.00 AFN

Paying Agent: Sara Clark

4.2.13 Options for Confirming Payment I certify that this account is correct and
proper for payment in the amount of

PassiON: WeGRRRGRRRRERRRFRm

The Paying Agent has two options for confirming payment: The
PA can confirm his/her identity while the FOO is still logged in
and make payment, or the FOO logs out and the PA logs in and
makes payment.

To confirm the PA’s identity while the FOO is still logged in:

Cancel Order Change Password

e The PA enters the login password on the Paying Agent
Screen, or

PIIN Log

e The PA clicks Forgot Password and must correctly
answer security questions

3in1 Tool FOO Network On Ethernet abc

Paying Agent Questions

Answer the questions correctly
to confirm payment of

$5,668.53

Paying Agent: Amy Miller In what town was your first job?

I certify that this account is correct and

proper for payment in the amount of
$5,668.53 What was your childhood nickname?

Paying Agent

Remaining Cash: $14,331.47

—

What is your oldest sibling’s birthday month
and year? (e.g., January 1900)

March 1965

PA Password Screen PA Security Questions
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4.2.14 Final Receiver Signature Screen Update

If the final receiver has already signed a purchase order, after re-provisioning, the View Delivery To
screen will display the following message:

3in1 Tool Network On WiFi 123/5YM

PIIN Log

Delivery To
Name: Jim Rome
Title: FINREC
Unit: Unit C

FINAL RECEIVER

SIGNATURE HAS
BEEN UPLOADED
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Documented in Role-Based 3in1 Training Manual

New/Updated Device

FOO/PA Contracting Officer RM/DA Reviewer
Feature
FOO and PA Dashboards Module 5: The Ordering Module 7: The Ordering N/A N/A
Process, Lesson 2: Making | Process, Lesson 1: Making
a Purchase a Purchase
N/A
Cash Advance Functions Module 8: Managing Cash | Module 12: Updating Module 4: Issuing
Advances on the Device, Financial and Procurement | Purchase Requests and
Lesson 1: Working with Information, Lesson 3: Cash Advances, Lesson 2:
Cash Advances Managing Cash Advances Issuing Cash Advances
on the Device from the Workstation
Adding Fixed Discounts Module 5: The Ordering Module 7: The Ordering N/A N/A
Process, Lesson 2: Making | Process, Lesson 1: Making
a Purchase a Purchase
Taking Pictures Module 5: The Ordering Module 7: The Ordering N/A N/A

Process, Lesson 2: Making
a Purchase

Process, Lesson 2:
Uploading Orders to the
3in1 Workstation
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Documented in Role-Based 3in1 Training Manual

New/Updated Device

FOO/PA Contracting Officer RM/DA Reviewer
Feature
Device and Database Module 11: 3in1 Device Module 15: 3in1 Device N/A N/A
Status Screen Tools & Settings, Lesson 1: | Tool Settings, Lesson 1:
Device Tools Device Tools
General Settings Module 4: Activating Module 2: N/A N/A
Devices for FOO/PA Hardware/Application
Teams, Lesson 1: Setup, Lesson 3:
Downloading FOO Data for | Registering & Approving
the First Time New Devices
Funding Screen Module 3: Application Module 7: The Ordering N/A N/A
Familiarization, Lesson 3: Process, Lesson 1: Making
Navigating the 3in1 Device | a Purchase
Application
Updated Login Screen Module 3: Application Module 7: The Ordering N/A N/A

Familiarization, Lesson 3:
Navigating the 3in1 Device
Application

Process, Lesson 1: Making
a Purchase
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Documented in Role-Based 3in1 Training Manual

New/Updated Device

FOO/PA Contracting Officer RM/DA Reviewer
Feature
Updated Provisioning Module 4: Activating Module 6: Activating N/A N/A
Screens Devices for FOO/PA Devices for FOO/PA
Teams, Lesson 1: Teams, Lesson 2:
Downloading FOO Data for | Downloading Data to the
the First Time 3in1 Device for the First
Time
Currency Converter Module 10: 3in1 Device Module 15: 3in1 Device N/A N/A
Tools & Settings, Lesson 1: | Tools & Settings, Lesson 1:
Device Tools Device Tools
Paying Agent Updates Module 5: The Ordering Module 7: The Ordering N/A N/A

Process, Lesson 2: Making
a Purchase

Process, Lesson 1: Making
a Purchase
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